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PREFACE 


The National Archives of Canada has 
a three-fold mission. First, it ac- 
quires and cares for records of 
national importance. This includes 
records of the Government of Can- 
ada as well as records of significant 
Canadian individuals, groups and 
companies. With certain exceptions, 
it also makes the records available 
to people who wish to use them, 
whether to research past events or 
to document their rights. Second, it 
helps in the management of records 
of federal government institutions 
and ministerial records. This activity 
makes it possible to select that 
small percentage of records that 
have long-term value and to destroy 
or dispose of the rest. Good records 
management also saves Canadian 
taxpayers money. Third, it encour 
ages archival activities and the 
archival community. The National 
Archives of Canada is part of a 
community of archives in Canada 
and abroad. As the major Canadian 
archives, it has an important role to 
perform in promoting archives and 
assisting other members of that 
community. 


To fulfill the second component of 
this mission regarding the proper 
management of government rec- 
ords, the Government Records 
Branch provides a comprehensive 
program to assist government insti- 
tutions. The program includes a 
national network of records centres 
that store and manage dormant 
government records; direction and 
assistance in scheduling records; 
formal training to upgrade the skills 
of government employees; and ad- 
vice and guidance for improving 
records systems and practices. The 
Government Records Branch also 
evaluates the effectiveness of 
government records management 
programs on behalf of the Adminis- 
trative Policy Branch of Treasury 
Board. To ensure that there is a 
consistent approach in the manage- 
ment of government information, 
the Branch coordinates the develop- 
ment of standards, investigates the 
impact of emerging technologies 
and produces technical handbooks 
Guidelines on Computer-Assisted 
Records Management is one of a 
series of handbooks on records and 
information management. The chief 
author is Steve Clark, who bene- 
fitted from an earlier draft by 
Jean-Jacques Malette. 
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INTRODUCTION 
Da 


In the Canadian federal government 
the records management function 
has traditionally included a variety of 
information related tasks. These ac- 
tivities have and to a considerable 
extent still are being accomplished 
by manual systems. Many of tnese 
systems were well designed and 
have worked effectively in the past. 
Nevertheless, in many cases they 
cannot meet the increasing de- 
mands for information being made 
today. The procedures require dupli- 
cation, repetitious work and a great 
deal of verification. Furthermore, 
they are often error prone, costly, 
time-consuming and inflexible. 


Because of their significant charac- 
teristics such as flexibility, speed, 
accuracy, information storage capac- 
ity and expandability, computers are 
ideally suited to solve many of the 
problems associated with a variety 
of manual systems including records 
management. However, computers 
are not a panacea: it is obvious, for 
example, that an automated system 
will not solve the problem of an 
incomplete or poorly designed sub- 
ject file classification system. The 
success of a computer system de- 
pends to a large extent on con- 
ducting a proper needs analysis, a 
feasibility study and the other re- 
lated steps that are part of the EDP 
system development process. The 
Treasury Board Canada policy con- 
cerning the management and control 
of EDP projects is included in this 
publication as Appendix A. The in- 
formation contained in this manual 
relates to the project initiation, fea- 
sibility study and general design 
phases of the process. 


This handbook addresses the two 
groups of specialists who are in- 
volved in the process. It is meant to 
assist records managers and records 
systems officers in developing func- 
tional requirements and formulating 
systems specifications for the full or 
partial computerization of a records 
Management program. It is also the 
intention of this handbook to famil- 
iarize EDP systems analysts with 
records management activities in 
order to assist them in developing 
the internal structure of a system 
that will meet tne functional require- 
ments identified. For this reason 
records management activities have 
been explained in considerable de- 
tail, even though records manage- 
ment specialists will find some of 
this information superfluous. Con- 
versely, for records management 
personnel who are unfamiliar with 
data processing concepts, the man- 
ual briefly explains some of the 
salient features of a computerized 
environment. Also, since some 
terms are common to both the 
records management and electronic 
data processing fields, a terminology 
comparison table has been included 
as Appendix B. 


The collaboration between records 
management and EDP specialists 
reflects new tendencies in infor- 
mation management. Increasingly, 
federal institutions are considering 
and adopting a corporate approach 
to managing their information re- 
sources. One of the guiding prin- 
ciples of Information Management is 
that information should be managed 
across functional boundaries re- 
gardless of physical storage media 
and the application of technology. !n 
evaluating, developing and imple- 
menting a computerized system to 
support records management, rec- 
ords managers and system design- 
ers should take into account any 
other information management 
initiatives underway in the organi- 
zation. The strategy most often 
pursued for the management of 
EDP data/information is to establish 
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a Data Administration or Data Man- 
agement function usually supported 
by an automated data dictionary/ 
directory system. If a data dictionary 
system is in use, consideration 
should be given to creating an 
interface between the data diction- 
ary and the computerized records 
management system. 


Investigation and development of a 
computer-assisted records manage- 
ment system can be viewed as a 
structured dialogue between the 
records management and EDP spe 
cializations. The first three chapters 
of this manual lay the foundation for 
such a dialogue. Chapter 1 contains 
an overview of records management 
systems. Chapter 2 provides key 
points about computer applications 
to this field. The level of detail of 
these two chapters is meant to 
support rather general discussions at 
the project initiation stage. Chap- 

ter 3 moves to the feasibility study 
stage, where problems and solu- 
tions must be analyzed in greater 
depth. Cnapter 4 builds on this foun- 
dation by describing, in both records 
management and computer systems 
terminology, the functions and activi- 
ties that would make up a computer- 
assisted records management sys- 
tem. This chapter constitutes the 
detailed guidelines needed in the 
study and design of CARM applica- 
tions. The system control features 
included in Chapter 5 are suitable for 
the operational environment within 
which a government institution's rec- 
ords management program must 
operate. Chapter 6 includes an ex- 
ample of how data may be modelled 
to produce an appropriate integrated 
design for a database to support 

the records management function 
Finally, Chapter 7 lists a variety of 
management and status reports 
which the system may be required 
to produce 


CHAPTER 1 


RECORDS MANAGEMENT: BASICS 


1.1 Introduction 


Guidelines on Computer-Assisted 
Records Management is intended 
for government institutions that 
wish to examine the costs and 
benefits of using computers to pro- 
vide some degree of support for 
their records management function. 
It provides general guidelines to 
assist records management and 
EDP specialists who must collabo- 
rate on such a project. 


A general manual cannot provide 
step-by-step guidance for compu- 
terizing part or all of a records 
management system. Systems must 
be tailored to the needs and char- 
acter of an organization. As Treasury 
Board points out (see Appendix A on 
“EDP: planning, approvals and devel- 
opment”), detailed development of a 
system would be undertaken by an 
institution by means of a feasibility 
study. This is preceded by a “project 
initiation” phase, in which managers 
must decide whether such a feasi- 
bility study is justified, based on a 
global understanding of needs, prob- 
lems, resources and constraints. 
This phase is sketched in Figure 1-1. 
In support of this preliminary phase, 
the present chapter outlines the 
policy and operational requirements 
of any records management system, 
and provides a checklist of charac- 
teristics that should be assessed 
with a view to identifying problems, 
their causes and the possible bene- 
fits of new approaches. 


1.2 Objectives of Records 
Management 


The records management mandate 

of a government institution reflects 

the federal records management 

policy embodied in Chapter 460 of 

the Treasury Board's Administrative = 
Policy Manual. The purpose of the 

policy is to ensure that 


* information in records is made 
available, subject to limitations on 
the disclosure of certain informa- - 
tion, to officials of government 
institutions, as and when required 
in their work, So as to Support 
management decision-making and 
the conduct of government 
programs; 


may be requested under the 
Access to Information Act and the 
Privacy Act; 


records are protected from un- 
authorized access, disclosure and 
alteration, and from deterioration 
and loss; 


records are not destroyed or re- 
moved from the control of the 
Government of Canada without 
the approval of the National 
Archivist: 


records designated by the National 
Archivist as having archival value 
are preserved; and 


the objectives stated above are 
achieved at the lowest cost 
possible 


An extract from the records man- 


* government institutions are able to 
retrieve quickly records and per 
sonal information to which access 


agement policy dealing with the 
subject of automation has been 
included in this handbook as 


Appendix C 


INPUT PROCESS 


OUTPUT 


Existing system 


Organizational 


actors 
fact problem 


[ 
| Financial 
| considerations 


feasibility study 


resources 


f 
Policy requirements 


responsibilities 


PHASE OF THE SYSTEM 


¢ Assess existing system 


* Identify problem(s) and 
related symptoms 


* Identify anticipated 
benefits of solving the 


* Identify constraints 


* Establish estimates for 


¢ Ensure management 
approval for the project 


Appoint project team 
members and identify 


Feasibility study 
design including 


resources required 


FIGURE I-| OVERVIEW DIAGRAM OF THE PROJECT INITIATION | 


DEVELOPMENT CYCLE 


1.3 Overview of Records 
Management Systems 


The procedures associated with 
manual systems include subject 
classification, indexing, cross- 
referencing, opening new files, file 
inspection and review, file closing, 
file searching, retrieval, charge-out, 


ACTIONS OF USERS 
EEE | 


bring forward, file chasing, passing, 
by-hand deliveries, controlling ac- 
cess, file storage and the disposal of 
obsolete information. A simplified 
example of a manual system is 
shown in Figure 1-2. 
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FIGURE 1-2 RECORDS MANAGEMENT SYSTEM 


1.4 Information Needs 
of Government 
Institutions 


The decision to switch from a totally 
manual records management sys- 
tem to a computer-assisted one is 
not always easy to make. Initial 
computer costs may be high, and 
organizations are likely to consider 
several key performance factors 
when assessing their existing sys- 
tem and identifying problems, symp- 
toms and probable causes. Six of 
the most important are accuracy, 
timeliness, relevancy, integrity (com- 
pleteness), accessibility and 
flexibility. 


1.4.1 Accuracy 


Accuracy refers to the percentage of 
correct information in an information 
system. While inaccuracies of data 
are usually the result of human error, 
planners and analysts should consider 
whether systems encourage or inhibit 
accurate execution of functions; 
whether inaccuracies are systemic or 
operational in nature; and how readily 
inaccuracies can be detected and 
rectified. 


1.4.2 Timeliness 


The value of information is often a 
function of how quickly a user's 
request can be satisfied. Planners 
must consider timeliness in both 
typical and extraordinary operational 
conditions. 


1.4.3 Relevancy 


Relevancy refers to the ability of a 
system to provide the required infor 
mation without making the system 
operator sift through a lot of irrelevant 
and unnecessary material. Thus it is 
necessary to select, summarize and 
report only the information that is 
needed. 


1.4.4 Integrity (Completeness) 


Users need files that contain all the 
information available to their organiza- 
tion on a subject, so they can make 
the best decision possible. This 
means ensuring that files and individ- 
ual documents are not misfiled, mis- 
laid or misplaced. 


1.4.5 Accessibility 


While this need seems to relate to 
timeliness, it is more basic than that 
and refers to the ratio of time an 
information system is available for 
use compared to the total working 
time of an organization. For example, 
numerous users should have access 
to the same information at the same 
time when this is a requirement. This 
concept also pertains to the kinds of 
information that organizational units 
and individuals need to know, and 
relates to the measures taken to 
protect information from unauthorized 
access and disclosure. 


1.4.6 Flexibility 


This refers to the ease of adding, 
deleting or modifying information. 
Furthermore, it takes into account the 
capability of a system in presenting 
information in a variety of formats as 
well as its potential for future 
expansion. 


1.5 Assessing the Manual 
Records Management 


The existing manual system should 
be assessed against some type of 
evaluation criteria or performance 
requirements. The latter may be 


related to the information system 
needs included in Section 1.4 in 
order to identify key system objec- 
tives. Since some criteria belong to 
more than one category, the follow- 
ing table has been included to show 
how performing activities that sat- 
isfy the criteria also meets the 
various needs. 


PERFORMANCE REQUIREMENTS (CRITERIA) 


(1) Provides for the speedy classification of correspondence, reports, documents, etc. to the appropriate file 


number and subject 


) Provides quick file creation turnaround time and allows for the creation of file labels 


(3) Creates accurate and current indices and lists of files and provides regular updates 


(4) Facilitates the classification of complex subject material through keyword searches; numeric searches of 
primary, secondary and tertiary numbers; and other identifiers such as cross-reference entries, geographic 


location codes, etc. 


(5) Allows for easy direct access to records indices 
(6) Provides fast information retrieval for government officials 


(7) Provides information to the public in a timely manner because of the legislative and policy requirements of 
the Access to Information Act and the Privacy Act 


(8) Has the capability of conducting standard and ad hoc enquiries 


(9) Maintains a record of the physical location of hard-copy files whether in active, interim or dormant storage 


areas 


(10) Provides a locally controlled means of creating, accessing and retrieving information 


(11) Allows controlled access to information based on assigned security levels 


(12) Provides follow-up action with respect to the tracking and circulation control of file volumes 


(13) Provides an efficient means of storing and retrieving disposal BF’s 


(14) Deletes all information created on a file at the time of its amalgamation or disposal 


(15) Prepares various status and statistical reports, e.g., lists of new files created; lists of files deleted; and lists of 
conversions from one file to another 


(16) Selects and sorts sets of files which meet selected criteria, e.g., the same retention period, disposal status, 


accession number, Access to Information Class of Records number, etc. 


(17) Allows record index information to be easily and quickly presented in various formats, e.g., file titles for 


labels, classification manuals, relative subject indexes, etc. 


The assessment of the manual 
system can be made by assigning 


weighted values to each broad cate- 


gory and measuring it against this 


scale. Of course, other methods can 


also be used 
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CHAPTER 2 


COMPUTERS IN RECORDS MANAGEMENT: BASICS 


2.1 Introduction 


The project initiation phase not only 
identifies problems in the existing 
records management system, but 
also identifies potential benefits of a 
general solution that a feasibility 
study would make more precise. To 
reach agreement at this stage, all 
parties should share some basic 
understanding and expectation of 
what computerization has to offer. 
This chapter is not a primer on 
computers in general; rather, it out- 
lines the characteristics of compu- 
ters that are pertinent to records 
management. 


2.2 Characteristics of 
Computers 


Electronic technology has made a 
major impact on many aspects of 
government operations particularly in 
financial and personnel management 
as well aS many operational areas. 
The following distinctive charac- 
teristics enable computers to solve 
many of the problems associated 
with a variety of manual systems 
including records management 
(readers who are not yet familiar 
with computer technology may wish 
to seek further information on these 
characteristics): 


(1) Flexibility 

the capability of performing a wide 
range of tasks on a general-purpose 
computer; 


(2) Cost efficiency 

the economies of scale that result 
from additional data processing 
applications being added to a com- 
puter system at a decreased rate 
per application; 


(3) Speed 

the execution of many instructions 
in a single second thus permitting 
tasks to be performed that could not 
otherwise be undertaken because of 
the time factor involved; 


(4) Accuracy 

the existence of extensive error 
detection and correction features 
built into computer systems making 
them accurate and suitable for data 
processing operations; 


(5) Reliability 

the capacity of a system to continue 
with normal data processing opera- 
tions In spite of hardware mal- 
functions that cause individual 
components to fail; 


(6) Capacity 

the millions of characters of data 
that can be stored in main memory 
or in mass storage units external to 
the computer; and 


(7) Expandability 

the potential for growth charac- 
terized by modular hardware units 
that can be acquired and integrated 
into the total computer system 
when additional capability is 
required. 


Clearly these characteristics corre- 
spond closely to the information 
needs of modern government orga- 
nizations. It is no surprise that data 
processing together with computer 
based and computerassisted infor- 
mation systems represent one of 
the fastest growing computer 
applications 


2.3 Benefits of Computer- 
Assisted Records 
Management (CARM) 


In its strictest sense CARM is the 
use of a computer system to assist 
in managing records regardless of 
media. However, for the purpose of 
this handbook, CARM means the 
use of computerized support func- 
tions for a document-based system 
It is not to be confused with another 
commonly used term, computer 
assisted retrieval (CAR), which com- 
bines mass document storage 
through the use of micrographics 
with a computer-prepared index 
CARM has become a popular solu- 
tion to records management prob- 
lems and offers a number of 
significant benefits 


2.3.1 Faster Search 


A CARM system exploits both the 
data processing and the communice- 
tions features of typical computer 
systems. First, it has the capability of 
quickly and efficiently retrieving infor 
mation about the location of records, 
thus accelerating their subsequent 
retrieval. In addition, the search can 
be conducted at any terminal con- 
nected to the system. As a result the 
computer search is much faster than 
traditional methods including tele- 
phone calls, user visits to records 
offices and manual searches of card 
ndexes and linedex panels 


2.3.2 Better Utilization of 
Personnel 


CARM eliminates the number of 
repetitive tasks such as typing file 
labels and index cards and allows 
personnel to be reassigned to more 
challenging duties 


2.3.3 Saving in Space and 
Equipment 


Savings are achieved through the 
elimination of linedex panels and 
stands, kardveyers, cardwheels, card 
index trays and tubs as well as forms 
such as charge-out cards, linedex 
strips, index cards, etc. Furthermore, 
substantial savings in space can also 
be achieved through the computer 
aided application of retention and 
disposal schedules to hard-copy 
records. 


2.3.4 Greater Flexibility 


Depending on how the computer is 
programmed, CARM can offer re- 
markable flexibility because of its 
capacity to retrieve information by 
searching various fields such as the 
name of addressee or sender, crea- 
tion date, Access to Information class 
of records number, prefix, etc., rather 
than by subject and file number only. 
Previously, organizing and maintaining 
an index based on a number of 
searchable fields was prohibited by 
the amount of work involved. Be- 
cause of the speed of the computer 
it has become a reality. 


2.3.5 Instantaneous Updating of 
File Information and Indexes 


An advantage of CARM is the expedi- 
tious production and updating of file 
information and indexes. Any addi- 
tion, modification, or deletion to the 
data is automatically reflected as it is 
executed because the database is 
kept on-line. The production of file 
classification manuals is also acceler- 
ated because numerous maintenance 
steps and the dependence on word 
processing expertise is eliminated. 


2.3.6 Multi and Simultaneous 
Access 


Another benefit CARM offers is to 
give numerous users simultaneous 
access to the same database while 
performing the same or different 
functions. For instance, in a multiple 
records office setting, the staff of 
Records Office “A” can consult the 
charge-out data of Records Office "B” 
without ever leaving their office or 
disturbing personnel of Records Of- 
fice “B”. Additionally, within the same 
records office, employees are spared 
the inconvenience of queuing to 
consult the same indexes. 


2.3.7 New Approaches to Work 
and Organization 


Computerizing manual tasks has 
many impacts on individuals and 
organizations. Some are unavoidable; 
for example, mainframe computers 
require special accommodation and 
environmental controls. In other 
cases, automation provides an oppor 
tunity to look at more general issues 
such as career development in a new 
light. 


There are three main areas of interest 
in this context. First, office design 
must meet ergonomic requirements 
including workstation design, office 
layout and environmental conditions 
that are conducive to both efficient 
operations and employee health. 


Second, CARM permits the creation 
of new and more challenging types of 
work. The computer system can 
perform repetitious tasks such as 
producing file jacket labels, classifica- 
tion manuals and special-purpose list- 
ings more quickly and accurately than 
people. Consequently, new or re- 
deployed staff can deal with more 
challenging tasks associated with 
directing the computer's operations. 
This greater challenge arises naturally 
from the fact that the computer 
presents the human operator with 
many more variables and much 
greater speed than any manual sys- 
tem. Consequently, computer-aided 
information classification and search- 
ing can increase the scope for intelli- 
gence and imagination. This can all be 
taken into account in arranging work 
(job descriptions), retraining and reas- 
signing existing records staff, and 
career development. 


Third, given the great capacity and 
variety of information and routines 
that a computer is capable of, oper- 
ators may become quite inventive, for 
example, in developing innovative 
procedures. The organization could 
seize this opportunity to promote 
staff participation in decision-making 
about the records office's ongoing 
operations. 


CHAPTER 3 


FEASIBILITY STUDY: SETTING THE STAGE 
IORI BBE IEE RE SS BEI ATCT ST 


3.1 Introduction 


This chapter completes the project 
initiation phase and introduces the 
feasibility study phase. This is done 
in three steps: a review of typical 
problems that might be solved by 
means of computer-based improve- 
ments (3.2); ten important features 
that should be explored (3.3); and 
the general character of the feasi- 
bility study (3.4). 


3.2 Problem Identification 


Information gathered concerning 
work processes and activities asso- 
ciated with the records management 
system may include observations 
which indicate a number of problem 
areas. If a significant number of 
important problems come to light, a 
feasibility study of one or more 
CARM approaches might be war- 
ranted. The following are some of 
the typical problems and related 
symptoms found in records manage- 
ment systems: 


(1) records classification is slow and 
inconsistent; 


(2) the creation of file indexes and 
lists is time-consuming due to cur 
rent manual methods; 


(3) accessing index information re- 
quires maintaining a variety of in- 
dexes in the form of linedex panels 
and stands, kardveyers, cardwheels 
and card index trays which in some 
cases occupy a considerable amount 
of office space; 


(4) searching card indexes, linedex 
panels, etc., is time-consuming as |S 
the extraction and transcription of 
information from these finding aids; 


(5) the present medium for storing 
file index information is not condu- 
cive to add/delete requirements; 


(6) employees are queuing for index 
information; 


(7) file classification manuals and 
user's guides are continually out-of- 
date; 


(8) users maintain individual file 
collections because of lack of con- 
fidence in the centrally-controlled 
system; 


(9) file monitoring and control are 
conducted on an ad hoc or “urgent 
only” basis; 


(10) there is considerable duplication 
of effort when preparing file jacket 
labels, index entries and file classi- 
fication manuals which contain es- 
sentially the same information; 


(11) the correlation and aggregation 
of information is labourintensive and 
difficult; 


(12) comprehensive management re- 
ports are not produced on a regular 
basis; 


(13) user needs exceed the level of 
service that can be provided by the 
present number of staff; 


(14) overtime costs are increasing In 
order to maintain the present sys- 
tem; and 


(15) there are morale problems 
because of the need to perform a 
number of repetitious and boring 
tasks. 


3.3 Key Features of 
Computer-Based 
Solutions 


The following is a “shopping list” of 
features to be considered when 
planners are deciding what !s essen- 
tial or desirable for a specific 
application 


3.3.1 Access 
Access features may include 


« allowing on-line access to informa- 
tion on active files, their volumes 
and their documents; 


permitting operator access at all 
times during normal working hours 
and where required after normal 
hours of work; and 


* allowing simultaneous update 


transactions 


3.3.2 Control 


There are several control features to 
be considered including 


* where necessary allowing data sets 


to be restricted to specific system 
users or classes of users so that, 
for example, one records office's 
data is separated from the others 
for security reasons; 


* restricting access to file information 


to specific individuals when this is a 
requirement; 


limiting the creation of certain data 
fields to specific users such as in 
the allocation of primary numbers; 


facilitating the tracking and circula- 
tion control of file volumes and 
documents; and 


* permitting different modes of ac- 


cess to different classes of users, 
e.g., read only, read and write, 
execute only. 


3.3.3 Data Capture 
Data capture may include 


* ensuring that fields are entered into 


the system only once, e.g., if a 
secondary subject is created it 
S not necessary to reenter the 
primary number; and 


* preventing the duplication of the 


same prefix, primary and secondary 
number combination thus eliminat- 
ng the creation of duplicate files 


3.3.4 Help Feature 


When inexperienced users are 


nvolved, the system should 


* include an on-line help feature to 


provide assistance to the operator 
when required at any point while 
using the system; and 


* provide enough instructional infor 
mation to enable an inexperienced 
user (including possibly members of 
the public) to retrieve information 
conceming a government 
organization's records 


3.3.5 Language 
Language requirements may include: 


* storing, retrieving and printing both 
English and French texts including 
accents; 


* providing prompts and menus in 
both official languages; and 


* permitting a user to select his/her 
choice of language. 


3.3.6 Menus and Commands 


The system should accept instruc- 
tions or prompts from operators in 
two ways, both commands and 
selections from menus. This allows 
casual users to work their way 
through the menus one step at a 
time, and experienced users to zero 
in by using commands. 


3.3.7 Recovery/Restart 


Where departmental requirements 
dictate, the system should include: 


* orderly shutdown features that pre- 
vent or minimize loss of data in 
case of power failure; 


* a convenient mechanism whereby 
the system makes a periodic copy 
of the database; 


an audit trail mechanism to record 
all modifications, deletions and addi- 
tions to the database files in a 
journal file in order to permit the 
recovery of the database in the 
event of system malfunction, oper 
ator error, application program error 
or power failure; and 


recovery/restart procedures requir- 
ing minimal operator action. 


3.3.8 Reports 


Reporting considerations may 
include: 


* generating reports on various out- 
put devices such as screens, 
printers or magnetic tape (for sys- 
tem backup or the production of 
microfiche); and 


* allowing for a simple procedure for 
nonprogrammers to create and 
modify print formats for reports. 


3.3.9 Regional Concerns 


This requirement refers to the sys- 
tem's capability of being extended or 
transported to an organization's re- 
gional office in order to increase the 
efficiency of managing records on a 
national scale. 


3.3.10 Sort Capability 


This feature means that the system 
has the capability of sorting a compu- 
ter file in ascending or descending 
sequence on a single or multiple keys 
to produce ordered lists or displays of 
hard-copy files in numerical or alpha- 
betical order. 


3.4 Feasibility Study — 
Alternative Solutions 


A feasibility study examines a 
number of reasonable solutions to a 
defined problem within established 
constraints and presents them to 
management with one being the 
recommended solution. A variety of 
tools and techniques can be em- 
ployed to find the required facts and 
establish the best solution. Figure 
3-1 gives an overview of this stage 
in the system development process. 


PROCESS 


Solutions to problems related to the 
records management function can 
include maintaining the status quo; 
enhancing the manual system; or 
selecting computer-aided options 
ranging from records processing 
software available on word process- 
ing systems to sophisticated com- 
puterized systems which manage 
electronic documents. A list of the 
essential and desirable system fea- 
tures should be compiled after tak- 
ing into consideration all 
technological and operational re- 
quirements. The functional specifica- 
tions in nontechnological language 
included in subsequent chapters of 
this handbook can assist in the 
detailed examination of alternative 
solutions. The parallel rendering of 
these specifications in computer ter- 
minology is applicable in cases 
where a computer-based solution is 
chosen. 


A number of computer-based 
approaches can be taken when con- 
sidering CARM as an alternative to 
manual systems. Each specific appli- 
cation will probably have some 
unique requirements. There are dif- 
ferent ways to meet these require- 
ments. Each will trade off certain 
aspects to facilitate others. The 
advantages and disadvantages of 
each solution should be weighed 
with respect to short and long-term 
effects, costs and benefits. 


OUTPUT 


Gather additional data to 


Characteristics of 
current system 


Ideas for proposed 
system 


Identify alternate 
approaches 


analyze the problem and 
anticipated benefits 


Cost-benefit analysis 


Impact analysis 


Perform cost-benefit and 
other studies of 
alternatives 


Preliminary system 
description 


Prepare preliminary plan 


for implementation and 
installation 


Preliminary 
implementation plan 


* Obtain management 
approval 


FIGURE 3-1 OVERVIEW DIAGRAM OF THE FEASIBILITY STUDY 
PHASE OF THE SYSTEM DEVELOPMENT CYCLE 


CHAPTER 4 


FUNCTIONAL REQUIREMENTS 


4.1 Introduction 


This chapter concerns the general 
design phase and is a guide to iden- 
tifying functional nontechnological 
requirements that are, in effect, the 


objectives of the automated system. 


It contains a generic set of records 
management functional and input/ 
output requirements which should 
bridge the gap between manual 
procedures and the computerized 
environment. Records management 
tasks are referred to as “activities” 
and have been grouped under 
broader headings called ‘functions’. 
With few exceptions the descrip- 
tions emulate manual records keep- 
ing practices which are familiar to 
the records management com- 
munity. Subsequent chapters also 
provide information concerning this 
stage in the process shown in 
Figure 4-1. 


4.2 Presentation Format 


This chapter uses a presentation 
technique or format adapted* to 
display in a graphical manner what a 
records management system or pro- 
gram does and what data it uses 
and creates. Overview diagrams are 
used to represent basic design fea- 
tures and a hierarchy diagram is 
used to show how the various 
functions interrelate. Function is 
stressed since designers design 
functions and implementors (for ex- 
ample, programmers) implement 
and modify function. The systems 
development process is a spe- 
cialized technique that begins with a 
specification of the needed func- 
tional capability and produces the 
internal structure of a system as 
part of its development activity. 


INPUT 


PROCESS 


OUTPUT 


Preliminary system 
description 


Preliminary 
implementation plan 


| 


System objectives 


Operational 
requirements 


Analyze system — 
objectives 


Specify design 
constraints 


> * Define data elements, 
their relationships and 
their impact on the 
existing system 


Design system files and 
or database 


Design functional 
structure of system 


Data element 
descriptions 


File and/or database | 


descriptions 


J 


b } 


| Functional structure | | 
| Of system | 
L 2 J | 


| Finalized iogical 


| = 
} processes 


| Expanded 
| implementation and 
| installation plan 


FIGURE 4-1 OVERVIEW DIAGRAM OF THE GENERAL DESIGN 
PHASE OF THE SYSTEM DEVELOPMENT CYCLE 


*In particular see H/IPO — A Design and 


Documentation Technique. White 
Plains, New York, |BM Corporation, 
1974. 


To describe a system or program in 
more detail, this approach sub- 
divides the functions of that system 
or program in a meaningful manner. 
They are then described in the 
following manner: 


(1) visual table of contents (hierarchy 
diagrams); 


(2) overview diagrams; and 


(3) detail diagrams or extended 
descriptions 


The visual table of contents |s 
similar to an organization chart and 
shows the hierarchical structure of 
the functions that constitute the 
records management system. Over 
view diagrams describe the inputs, 
processes and outputs for the major 
records management functions. De- 
tail diagrams and in some cases 
extended descriptions identify the 
specific inputs and outputs associ- 
ated with the records management 
activities in the process block that 
use them. Information concerning an 
organization's files and documents 
have been conceptually visualized as 
records which are pieces of informa- 
tion relating to a specific entity and 
fields which are units of data be- 
longing to the record. Data fields 
relevant to each activity are shown 
throughout this chapter. They are 
also listed and defined in their 
entirety in Appendix D 


4.3 Records Management 
Functions and 
Activities 


The records management system 
like all systems is a self-contained 
cycle that has a beginning and an 
end. The cycle can be illustrated by 
examining what happens to a letter 
sent to a government institution: it 
is classified to a file, indexed 
retrieved upon request, its where- 
abouts is controlled and it js finally 
disposed of when it is no longer of 


value. The records management 
functions described in this chapter 
follow a similar type of progression 


An overview of the records manage- 
ment system is illustrated in Fig- 

ure 4-2. The activities of logging on 
the system and report generation 
have been included in this diagram 
although they are not specific rec- 
ords management functions. A more 
detailed hierarchy diagram is shown 
in Figure 4-3. It serves as a sort of 
organization chart and shows by 
way of a visual table of contents the 
entire system as one logical pro- 
cess. The next step is to “explode” 
the system into its functional parts. 


Subject 
classification 


Records 
Management 
System 


Records 
scheduling 
and disposal 


FIGURE 4-2 RECORDS MANAGEMENT 
SYSTEM OVERVIEW 


Exploding a diagram means replac- 
ing a high-level function with its 
lower-level component activities. 


Each function is represented by a 
hierarchy diagram and an overview 
diagram which provides a general 
idea of the function that is per- 
formed at a particular stage in the 
system cycle. Additional information 
is then provided for each discrete 
activity. The last two or three digits 
of each subsection number corre- 
sponds to the same box number in 
the hierarchy diagram. For example 
subsection 4.3.1.0 refers to Box 1.0. 
As the documentation progresses 
from the general to the specific, the 
description becomes more depen- 
dent upon implementation and 
points to implementation through a 
detail diagram or an extended de- 
scription. The data fields relevant to 
a particular activity are displayed to 
the right of the text. Mandatory (M) 
fields have been indicated as such in 
the input block for adding informa- 
tion to the database. 


4.3.1.0 Subject Classification 
Function 


Subject 


classi- 
fication 


The purpose of this function is to 
keep the subject file classification 
plan current by adding, modifying and 
deleting the data elements of the 
fields which make up its structure. 
The subject file classification plan is 
the key to the future retrieval of files 
and documents. 
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The example shown in Figure 4-4 is 
based on the block numeric system, 
the method preferred by the majority 
of government institutions and rec- 
ommended by the National Archives 
of Canada. The system is designed 
on the principle “progress from the 
general to the specific”. Figure 4-4 
shows the system's hierarchical struc- 
ture which is divided into two parts 
— Administration and Operational. 
The Administration Part deals with 
housekeeping subjects common to 
departments and agencies, e.g.. 
finance, personnel, procurement, etc. 
The Operational Part includes subject 
matter pertaining to those activities 
which the institution performs in 
Carrying out its program mandate. 
Each of these large categories is 
broken down into a number of 
sections which are made up of many 
primary numbers and subjects. Pri- 
mary numbers and subjects are in 
turn broken down into a number of 
secondary and tertiary files and may 
also include codes representing spe- 
cific locations, organizations, etc. 
These secondary and tertiary files are 
segmented chronologically into vol- 
umes when there is a significant 
amount of documentation. 


System requirements include: 


improving the methods of classify- 
ing complex subject material; 


providing fast classification and file 
creation turnaround time; and 


allowing for the creation of file 
jacket labels. 


An overview of this function is shown 
in Figure 4-5. 


Records management 
system 


Subject Indexing Retrieval Records 
classification > > > scheduling and 
disposal 


Li 3.1 
Part Relative Part, section, Update 
subject primary retention and 
disposal 
is schedules 
Cross- File number Temporary 
reference docket 
Open/close 
3] files and 
ss volumes 
Document Relative 
subject 
keyword 
Apply 
schedules 
Secondary Bring forward 
Cross- (BF) 
reference 
1.5 | entry 
Identify 
Tertiary BF Listing unscheduled 
|_ [ss] z files 
Document 
descriptor 
ates ees! 
3.6 
Class of 
records 


number 


PIB number 


FIGURE 4-3 RECORDS MANAGEMENT SYSTEM — VISUAL TABLE OF CONTENTS 
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Subject file 
classification system 


Part | Part 2 Operational 
Administration 


Section | Section 2 Section 3 Section 4 Section 5 
Adminis- Building and Equipment Finance Personnel Section | Section 2 Section 3 
tration Properties and Supplies 
700 | Equipment and Supplies — General 
and Subjects 
Building Materials 
Catalogues, Manuals, Price Lists 


Primary Subject Includes technical data, equipment catalogues and manuals, 
Description documents reflecting the price list of items, etc. 


Secondary 0 Policy 
Numbers and | General 


Subjects 2 Office Equipment and Supplies 
3 Laboratory Equipment and Supplies 
4 Data Processing Equipment — General 
Tertiary — Mainframes 
Numbers and ~ Minicomputers Volume | 04/01/83 to 05/06/83 
Subjects Volume 2 06/06/83 to File Volumes 


FIGURE 4-4 HIERARCHICAL REPRESENTATION OF A SUBJECT FILE CLASSIFICATION SYSTEM 
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4.3.1.1 Part 
Relevant Data Fields 


PART NUMBER 
PART TITLE 


PART DESCRIPTION 


As shown in Figure 4-4 there are only 
two parts to the block numeric 
subject file classification system — 
Administration and Operational. This 
level of the system represents these 
two basic divisions and the informa- 
tion is quite general in nature. Up- 
dates to these data fields are very 
infrequent. The delete capability has 
not been included since the fields 
which make up this level of the 
system will always be on the 
database. 


Data fields which 
relate to the subject & 
file classification 


or modify: 


= 


{INPUT 


PROCESS 


PART NUMBER (M) 


(1) Verify that the part 


PART 


PART TITLE (M) 


DESCRIPTION 


number does not 
already exist on the 
database 

(2) Add data fields shown 


» Modify part description 
PART NUMBER ied 
(1) Verify that the part 


in input block 


number exists on the 
database before 
changing data elements 


(2) Modify part description 


FIGURE 4-6 ADDING AND MODIFYING PART RECORD 


PROCESS 


Update, i.e., add, delete 


OUTPUT 


scheme 


zz Part 


1.2 |Section 


1.3 |Primary 
1.4 |Secondary 

— 

Tertiary 


FIGURE 4-5 OVERVIEW OF SUBJECT CLASSIFICATION FUNCTION 


Display new and 
modified 
information 


information has 
been added to, 
modified or deleted | | 
from the database 


Operational statistics 


Confirmation that | 
| 


File jacket labels 


OUTPUT 


Display error 
message if 
discrepancy exists 


Display message 
confirming that the | | 
information has 
been added to the | | 
database | 


| Display error 
message if 
discrepancy exists | 
 Filenaeneatatead wsceahis' SAaaaert te MEER 


Display message 
confirming that 
modifications have 
been accepted by 
the system 


4.3.1.2 Section 


oopeaekiers i (eae 
PART NUMBER 1.2.1 
, PART NUMBER Display error 


SECTION a (1) Verify that the part message if 
SECTION NUMBER number is on the discrepancy exists 
(M) database and that the 
: section number does not 
SECTION TITLE (M) already exist Display message 


SECTION DESCRIPTION 
SECTION (2) Add fields in input confirming that 
DESCRIPTION (M) block information has 


The sections (or blocks) which make been added to the 
up each part of the subject classifica- PRIMARY — FROM database 

tion system are broad subject group- (M) 

ings such as, in the case of 

administrative records, categories 

called Administration, Finance, Per 


PRIMARY — TO 


sonnel, etc. Large blocks of primary = : 
numbers are ce to each of PART NUMBER Modify section Display tad 
these main subject group headings. SECTION NUMBER (1) Verify that the section anes apt Ne 
The data fields, once established for number exists on the 

each section of the system, will be database 

subject to only infrequent change, (2) Modify data fields Display message 
e.g., when a major overhaul or relating to section as confirming that 
redesign of the subject classification required mace pe 
system is necessary. The section Verify that primary preg ba y 
record is completely deleted only numbers have not been 

after all of its primaries have been allocated to another 

deleted from the database. A detail section if PRIMARY — 


diagram is shown in Figure 4-7. TO is expanded 


Doe Los jee pe 
Relevant Data Fields es ay ee 


, message if 
(1) Verify that there are no 
primaries on the 
database 
(2) Delete section fields Display message 
confirming that 
information has 
been deleted from 
the database 


discrepancy exists 


PART NUMBER 


SECTION NUMBER 
PRIMARY SUBJECT 


CLASS OF RECORDS NUMBER 


PERSONAL INFORMATION BANK 
NUMBER 


EDP SYSTEM 


MICROGRAPHIC SYSTEM 


CARTRIDGE/ROLL NUMBER 
FICHE/JACKET 
APERTURE CARD 


Primary numbers, primary subjects 
and related information represent 
more specific elements of the file 
classification system. As the system 
grows and evolves, primary numbers 
and subjects will be added, deleted or 
modified to keep pace with the 
changes. 


FIGURE 4-7 ADDING, MODIFYING AND DELETING SECTION RECORD 
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4.3.1.3.1 Prefixes 


Prefixes are alphabetic, numeric or 
alphanumeric designators which rep- 
resent organizational units such as 
divisions, branches, regional and dis- 
trict offices, etc. For instance in the 
case of regional offices using identical 
file numbers, the prefix plus the 
complete file number becomes the 
unique identifier. 


e.g. HAL 1020-1 
WPG 1020-1 


(Halifax) 
(Winnipeg) 


This is an optional field and is not 
required for the file classification 
system of a small organization situ- 
ated in one location. This activity is 
illustrated in Figure 4-8. 


4.3.1.3.2 Primary Numbers, 
Subjects, Descriptions and 
Related Information 


Primary numbers are allotted to each 
section and are used when there is 
adequate subject material to justify 
the creation of a new primary subject 
topic. Each primary heading includes 
a title and a description of the type of 
subject matter to be found in this 
particular area of the system. 


The Class of Records number is 
recorded in the Access to Information 
Register for each of a government 
institution's classes of records. Sim- 
ilarly the Personal Information Bank 
(PIB) number is assigned to each 
bank of personal information listed in 
the Index of Personal Information. 
Both publications are updated an- 
nually by the Treasury Board and 
distributed to public information cen- 
tres (e.g., post offices, libraries) 
across the country. These numbers 
are linked to the subject file classifica- 
tion system at the primary subject 
level to assist the government institu- 
tion controlling the records in re- 
sponding to requests from the public 
under the provisions of both Acts. If 
the numbers are changed by the 
Treasury Board it will be necessary to 
change them on the database for all 
the primaries belonging to one given 
class or bank. These fields are not 
required if the government institution 
is not subject to the legislation. 


INPUT 


PREFIX (M) 


PREFIX > 


prefix 


PREFIX 


the prefix 
(3 


PROCESS 


1.3.1.1 | Add prefix 


> Perform table look-up to 
ensure that the prefix 
entered is a valid one 


Modify prefix 


(1) Perform table look-up 
to ensure that the prefix 
is entered in the system 

(2) If valid, replace the old 
prefix with a new one b 
for all relevant primaries 

(3) Generate new file labels 
for all files and their 
volumes previously 
registered under the old 


Delete prefix 


(1) Verify that no file(s) 
exist which use the 
prefix entered 

(2) Prevent the activity from 
being continued if a file 
or files are found using 


When no files are & 
found, delete the prefix 
henceforth making it an 
illegal entry 


OUTPUT 


Display error 
message if illegal 
prefix is entered 


Display message 
that prefix has been 
accepted by the 
system 


Display error 
message if prefix is 
not valid 


Display message 
that the modified 
prefix has been 
accepted by the 
system 


File jacket labels | 
det ernest. 


Display primary 


number(s) of files 
uulizing the prefix 


Display message 
that the system has 
accepted the 

deletion 


EDP systems are linked to the 
subject classification system at the 
primary level to provide a more 
complete picture of a government 
institution's information holdings re- 
gardless of media. An EDP systern 
overview provides a generic picture 
of the information content of the data 
managed by the system and a map 
of the major stages through which 
the data flow as they are processed 
by the system 
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FIGURE 4-8 ADDING, MODIFYING AND DELETING THE PREFIX 


| 


nee || 


Micrographic systems are linked to 
the primary level to indicate the 
existence of documents which have 
been microfilmed and which relate to 
a particular subject area. Micro- 
graphics is a highly versatile medium 
for storing and using information and 
a number of different microforms 
have been developed to meet a 
variety of user needs. Data fields 
have been included to indicate the 
range of the more familiar type of 
microforms 


Figure 4-9 depicts this activity. 


PART NUMBER 
SECTION NUMBER 
PREFIX 


PRIMARY 
NUMBER (M) 


PRIMARY SUBJECT 
(M) 


PRIMARY 
DESCRIPTION (M) 


PRIMARY CROSS- 


PROCESS 


Add primary 
number, subject 
and description 


(1) Ensure that the section 


number exists on the 
database 

Determine if the 
primary number is 
available for use 
Verify that the primary 
number is unique for 
the prefix 


OUTPUT 


Display error 
message if the 
section number is 
not on the database 
or if the primary 
number is already in 
use 


Display message 
confirming that the 
new information has 
been added to the 
database 


4.3.1.4 Secondary Files 


Relevant Data Fields 


The creation of file numbers and titles 
at the secondary level allows specific 
subfiles to be opened. Within any 
given primary subject area a second- 
ary number is assigned to each 
subject file. 


REFERENCE Add the primary 

sa ae number, subject and 
CLASS OF related fields as required e.g. 
RECORDS NUMBER Primary Number: 1095 
PERSONAL Primary Subject: Employment 
INFORMATION and Staffing 
BANK NUMBER Programs 


EDP SYSTEM 


MICROGRAPHIC 
SYSTEM 


CARTRIDGE/ROLL 
NUMBER 


FICHE/JACKET 


APERTURE CARD 


PREFIX 
PRIMARY NUMBER 


PREFIX 
PRIMARY NUMBER 


Modify primary 
number, subject 
and description 


(1) Retrieve information 


relevant to the primary 


- number and allow the 


operator to change any 
fields except the prefix 


Verify that the primary 


number is unique under 


the prefix if it is being 
changed 

Change the primary 
number for all lower 
level secondaries, 
tertiaries and volumes 


Delete primary 
number, subject 
and description 


(1) Search the primary 


number field and 
determine if there are 


any existing files at the 


primary or secondary 
level which utilize that 
number 

Delete the primary 
number, subject, 
description and other 
related fields 


Display information 
relevant to the 
primary number 


Display message 
that modifications 
have been accepted 
by the system 


File jacket labels for 
all subfiles and 
volumes 


Display error 
message if files 
exist and display 
their numbers and 
tudes 


Display message 
confirming that the 
information has 
been deleted from 
the system 


FIGURE 4-9 ADDING AND MODIFYING THE PRIMARY 
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Secondary Number: -3 
Secondary Subject: Co-op Programs 


Where practical, codes or abbreviated 
symbols may be used in lieu of 
secondary and tertiary numbers to 
identify a specific location, organiza- 
tion, etc. in place of the complete 
name or title. Codes conserve pri- 
mary and secondary numbers in the 
subject file classification process and 
expedite the classification, filing and 
retrieval of records since they are 
faster and easier to read and write. 
As a rule codes are used as a suffix 
to a primary or secondary number. 


e.g. 

Primary Number: 160 

Primary Title: Associations, 
Clubs, Societies 

Code: C1 

Name: Canadian 
Standards 
Association 


Secondary numbers and subjects are 
deleted from the system for two 
reasons: 


(1) they are assigned new numbers 
and are incorporated under a new 
primary number for expansion pur 
poses, or 


(2) they are deleted because of a 
disposal action (see Activity 
43.5.3.1) 


Figure 4-10 illustrates the subject 
classification activities conceming 
secondary numbers and subjects. 


PREFIX 
PRIMARY NUMBER 


SECONDARY 
NUMBER (M) 


SECONDARY 
SUBJECT (M) 


SECONDARY 
CROSS-REFERENCE 


PREFIX 
PRIMARY NUMBER 


SECONDARY NUMBER 


PREFIX 
PRIMARY NUMBER 


SECONDARY 
NUMBER 


PROCESS 


1.4.1} Add secondary 


(1) Verify that the prefix 
and the primary 
number exist on the 
database 

(2) Ensure that the 
secondary number does 
not exist under that 
particular primary 


(3) Accept new 
information if 
conditions are satisfied 


Modify secondary 


(1) Retrieve information 
relevant to the 
secondary number, i.e., 
subject and cross- 
reference 


(2) Change the secondary 
number, subject and 
cross-reference as 
required (secondary 
number is also changed 
for all related tertiaries 
and volumes) 


Delete secondary 


(1) Search database to 
ensure that there are no 
further breakdowns 
(e.g., tertiaries or 
volumes) 

(2) Permit operator to view 
sublevels 

(3) Delete sublevels and 

secondary as required 


oe 


OUTPUT 


Display error 
message indicating 
discrepancy 


— 
Display message 
confirming that 
information has 
been accepted 


——— ey 
Display information 
relevant to the 
secondary 


Display message 
confirming that 
modifications have 
been accepted by 
the system 


New file jacket 
labels for all 
subfiles and volumes 


Display error 
message if further 
breakdowns exist 
and display 
sublevels 


Display message 
confirming that the 
information has 
been deleted from 
the system 


FIGURE 4-10 ADDING AND MODIFYING SECONDARY FILES 
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———$_$_—_____, 


4.3.1.5 Tertiary Files 
Relevant Data Fields 


PRIMARY NUMBER 


For expansion purposes secondary 
subjects may be subdivided within 
the same primary subject area by 
extending the file number to the 
tertiary position. 


e.g. 

Secondary Number: -3 

Secondary Subject: Co-op Programs 
— General 

Tertiary Number: =) 

Tertiary Subject: Co-op Programs 
— University of 
Waterloo 


However, where these breakdowns 
reach three or more, the creation of a 
new separate primary must be con- 
sidered. Once a secondary and sev- 
eral related tertiaries have been used 
to form a new primary subject 
grouping, the old secondary number 
becomes available for reuse after all 
indexes have been modified. As a 
result of these adjustments to the 
system there is a considerable 
amount of activity in adding and 
deleting secondary and tertiary num- 
bers and subjects as shown in Figure 
4-11. Files at the tertiary level are also 
deleted because of disposal activity 
(see Activity 4.3.5.3.1). 


INPUT 


PREFIX 
PRIMARY 
NUMBER 
SECONDARY 
NUMBER 
TERTIARY 
NUMBER (M) 


TERTIARY 
SUBJECT (M) 
TERTIARY CROSS- 
REFERENCE 


PREFIX 
SECONDARY NUMBER 
TERTIARY NUMBER 


PREFIX 
PRIMARY NUMBER 
SECONDARY NUMBER 


TERTIARY NUMBER 


PROCESS 


LS] Add tertiary | 


(1) Verify that the prefix, 


primary number and 
secondary number exist 
on the database 

Ensure that there are 
no volumes in 
existence for the 
secondary 

Ensure that the tertiary 
does not exist under the 
primary and secondary 
numbers 

Accept new 
information if 
conditions are satisfied 


(1) Retrieve information 


relevant to the tertiary 
number, i.e., subject 
and cross-reference 
Allow operator to 
modify tertiary number, 
subject and cross- 
reference as required 


(tertiary number is also | 


changed for all related 
volumes) 


Search database to 
ensure that there are no 
volumes in existence 
for the tertiary 

Permit operator to view 
volumes 


Delete tertiary number, 
tertiary subject and 
volumes as required 


OUTPUT 


Display error 
message indicating 
discrepancy 


Display message 
confirming that 
information has 
been accepted 


Display information 
relevant to the 
tertiary 


Display message 
confirming that 
modifications have 
been accepted by 
the system 


New file jacket 
labels for all 
subfiles and volumes 


Display error 
message if volumes 
exist and also 
display volume 
fields 


Display message 
confirming that the 
information has 
been deleted from 
the system 


FIGURE 4-Il ADDING AND MODIFYING TERTIARY FILES 
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4.3.2.0 Indexing 


The index to a subject file classifica- 
tion system is the link between how 
a record is requested and the number 
under which it is filed. 


The automated system must: 
* provide a quick means of creating 
and updating file indices; 


* allow for easy direct access to 
record indices; 


* establish a uniform consistent 
cross-reference facility; and 


* prevent duplication of effort in pro- 
ducing records indices. 


An overview is shown in Figure 4-12. 


Update (add, delete or 
modify): 


Relative subject index 
a 


Display new and 
modified information 


Confirmation that 
information has been 


Cross-reference index 


added to, modified or 
deleted from the 
database 


Operational statistics 


FIGURE 4-12 OVERVIEW OF INDEXING FUNCTION 


4.3.2.1 Subject Indexing 
Relevant Data Fields 


PRIMARY SUBJECT 
SECONDARY SUBJECT 


4.3.2.2 Cross-Reference Indexing 
Relevant Data Fields 


PREFIX 


PRIMARY NUMBER 
PRIMARY SUBJECT 
PRIMARY CROSS-REFERENCE 


—$—$——$___| 


—4 


TERTIARY SUBJECT 


Relative subject index entries are 
keywords or combinations of key- 
words inherent in actual file titles at 
the primary, secondary and tertiary 
levels which are likely to be searched 
on as part of the retrieval function. !n 
reality, this is not a discrete activity 
since the keywords are identified 
when primary, secondary or tertiary 
subjects are added to the database 
(see activities 1.3.2, 1.4.1 and 1.5.1). 


e.g. 
Primary Subject: 


Mail and Postal Services 


Indexed Keywords 


Secondary Subject: 


Rental of Post Office Boxes 


Modifications or deletions to the 
index will be made automatically 
whenever the primary, secondary 

or tertiary subject fields are modified 
or deleted. 


SECONDARY NUMBER 
SECONDARY SUBJECT 
SECONDARY CROSS-REFERENCE 


TERTIARY NUMBER 
TERTIARY SUBJECT 
TERTIARY CROSS-REFERENCE 


Cross-referencing is another impor 
tant activity closely related to the 
subject classification process. 
Whereas relative subject entries are 
part of the official file titles, cross- 
reference entries consist of syn- 
onymous topics which refer to the 
official file title and number. This can 
occur at the primary, secondary or 
tertiary subject levels. 


e.g. Advertising — see Publicity (560 
series) 
Johnson Task Force — see Elec- 
tronics Industry, Task Force on 
270-50/E1 


The first example is a one-time cross- 
reference which directs the system 
operator or user to the appropriate 
primary subject and number used in 
the official file classification system 
The second example concerns an 
alias and makes reference to the 
specific secondary subject and 
number. 
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This is an optional field and is only 
completed in certain instances, i.e., 
when there is reason to believe that 
information may be requested in a 
manner that is not reflected in the 
Official file titles of the subject classi- 
fication system. These fields must be 
modified or deleted at the same time 
as the related primary, secondary, or 
tertiary subjects. 


4.3.2.3 Document Index 
Relevant Data Fields 


SECONDARY NUMBER 
TERTIARY NUMBER 
VOLUME NUMBER 


The purpose of this activity is to 
extract descriptive information from 
the text of a significant document 
and add it to the database so that the 
system operator can retrieve and 
reference it at a future date. It is 
similar to a cross-reference in the 
sense that the descriptors to be 
searched on are not reflected in the 
official file titles. These fields are 
optional and are only added to the 
database when important documents 
are involved or if it is necessary to 
record the file number of documents 
that are difficult to classify in order to 
aid in their subsequent retrieval. They 
are deleted from the database at the 
same time as the file or volume to 
which they refer 


An optional feature involves a system 
for recording and tracking executive 
correspondence. This could be cre- 
ated by adding the foliowing two 
fields: 


(1) | REPLY DUE DATE and 
(2) | DATE OF REPLY | 


The first field contains the date when 
a reply to the correspondence |s 
expected. If the recipient has not 
replied by the due date, some form 
of follow-up reminder is generated. 
The second field contains the actual 
date of reply or the date when the 
appropriate action was taken 


4.3.3.0 Retrieval 


Part, section, 
pnmary 


File number 
Relative subject 
keyword 


Cross-reference 
entry 


Retneval 


a 
Document 
descriptor 


Access to 
Information class 
of records 

number 


Personal 
Information 
Bank number 


This function is performed to obtain 
information from the subject file 
Classification system by conducting 
searches in a number of different 
ways as illustrated in Figure 4-13. 
System requirements include: 


* allowing controlled access to infor 
mation based on assigned security 
levels; 


* providing a locally controlled means 
of creating, accessing and retrieving 
information; 


allowing a facility to conduct stan- 
dard and ad hoc enquiries; 


Streamlining and consolidating the 
process of producing file classifica- 
tion index manuals; 


performing regularly scheduled up- 
dates to the file manuals; 


reducing the margin for error and 
ensuring the integrity of the infor 
mation contained in the file classi- 
fication manuals; and 


improving turnaround time for user 
requests for information 


OUTPUT 


the ea her a 


criteria 3.1 | Part, section, primary the search criteria 


3.2 Partial listing of 


various sections, 


33 primaries, etc. 


3.4 | Cross-reference entry Numerical index 
3.5 | Document descriptor 


listing 


Alphabetical subject 
3.6 | Access to Information listing 
class of records numbe 


Listing of files relating 
3.7 | Personal Information to a particular class of 
Bank number records or Personal 
Information Bank 
number 


FIGURE 4-13 OVERVIEW OF RETRIEVAL FUNCTION 


4.3.3.1 Search by Part, Section, 
Primary 


Relevant Data Fields 


PART NUMBER 


PART TITLE 
SECTION TITLE 
SECTION DESCRIPTION 
PREFIX 
PRIMARY NUMBER 


This activity permits a hierarchical 
search of the subject file classification 
system. Outputs will vary depending 
on the depth of the search. 


EXTENDED DESCRIPTION 


Capability 


Search by part. section and primary Prompt operator for part title or number 
Display numbers and headings for each section of part 
selected 


Display list of primary numbers and subjects contained 
in the section selected 


Display, the primary number, subject description and all 
file numbers and subjects that exist at the secondary 
and tertiary levels within a given prefix 


4.3.3.2 Search by File Number 
Relevant Data Fields 


PREFIX 


PRIMARY NUMBER 
PRIMARY SUBJECT 
SECONDARY NUMBER 
SECONDARY SUBJECT 
TERTIARY NUMBER 


TERTIARY SUBJECT 


The purpose of this activity is to 
search for a file by the complete file 
number (primary, secondary and terti- 
ary) or by an incomplete file number 
(prefix and primary only). 


As a practical example, the situation 
frequently occurs where a file 
number has been assigned to a 
document by a user officer The 
classifier/operator must have the op- 
portunity to verify that the docu- 
ment's subject content is compatible 
with that particular area of the classi- 
fication system. 


First a file number verification request 
is made. 


A screen similar to the following one 
would then be displayed. 


EXTENDED DESCRIPTION 
Capability 


(1) Search by complete file 
number 


Notes 

Search for matching file number and prefix when complete 
file number is given. Display prefix, primary number, 
primary subject, description, secondary number, secondary 
subject, tertiary number and subject. ; 

——$——$—$_—__§_ | 
Search for file numbers (at the secondary or tertiary levels) 
which belong to the primary and prefix given. Display 
prefix, primary number, primary subject description and all 
file numbers and subjects at the secondary and tertiary levels 
that belong to that primary. 


(2) Search by incomplete file 
number 


CLASSIFICATION / SCREEN 1 


88 5 ae ot SECT: 


VERIFY 


SEC: TER: 


SCAN PRE: 


SEC: 


SEARCH PRE: 


KEYWORDS 


SUBJECT 


NATIONAL PARKS - GENERAL 


Regulations - General 


Regulations - Fish 


RMS - Scroll left RM8 - Select line 


RM2 - Return 


RMS - Structure 


RM10 - Volume 


RM3 - End RMG - Scroll up 


RM4 - Scroll right RM7 - Scroll down 
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The operator may then wish to view 
all files belonging to primary number 
2250 


The operator may also want to view 
specific volume information to pin- 
point where a document should be 
filed (see also Activity 4.3.5.2). 


CLASSIFICATION / SCREEN 1 


PRE PRIM EC TERT SUBJECT 
NATIONAL PARKS - GENERAL 


General 


Regulations - General 


O1 Regulations - Fish 


02 


Regulations - Game 


RM2 - Return RMS - Scroll left RMS - Select line 


RM3 - End RMG - Scroll up RMO - Structure 


RM4 


Scroll right RM7 - Scroll down RM10 - Volume 


CLASSIFICATION / SCREEN 1 


SEC TERT 


SUBJECT 


NATIONAL PARKS - GENERAL 


Regulations - General 


Regulations - Fish 


_ 


RM2 - Return RMS = Serall left RMB - Select line 


RM3 - End RMG - Scroll up RMS - Structure 


RM4 - Scroll right RM7 - Seroll down 


— eee ae 


CLASSIFICATION / SCREEN 1 


TERT VOL NO VOL TYPE OPEN CLOSE LOC STATUS SEC 


OTT 2250 02 O1 


RM2 - Return RMS - Scroll left RM8 - Select line 


RM3 - End RM6 - Scroll up RMS - Structure 


RM4 - Scroll right RM7 - Scroll down RM10 - Volume 
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The following example shows the 
screen displayed when only the 
prefix and primary number are 
entered. 


4.3.3.3 Search by Relative Subject 
Keyword 


Relevant Data Fields 


PRIMARY NUMBER 
PRIMARY SUBJECT 


SECONDARY NUMBER 
SECONDARY SUBJECT 
TERTIARY NUMBER 
TERTIARY SUBJECT 


The computerized system must be 
capable of searching for keywords 
contained in subject file titles. From 
the text of a document certain 
keyword(s) may be identified and 
entered to initiate a keyword search. 


CLASSIFICATION / SCREEN 1 


VERIFY Pre: OTT pr; SECT: 


PRI: 


SCAN PRE: SECTS 


PRivc 


SEARCH PRE: SECT: KEYWORDS 


RMi - Process 
RM2 - Return 


RM3 - End 


CLASSIFICATION / SCREEN 1 
SEC TERT SUBJECT 
ACCIDENTS - MOTOR VEHICLE - 
GENERAL 


o1 General 


O02 Prevention and Safety - 
General 


02 O1 Prevention and Safety - Safe 


Driving Week 


02 02 Prevention and Safety - 


Driving Competitions 


RM2 - Return RMS - Scroll Left RM8 - Select line 


RM3 - End RMG6 - Scroll uP RMS - Structure 


RM4 - Scroll right RM7 - Scroll down RM10 - Volume 


CLASSIFICATION / SCREEN 1 


VERIFY PRE: PT? -— = Ses 

PRI: —..— GEES TEs fee 
SCAN PRE: PT? —.— "SEETS == 

PRI: SEC: Ss 


SearcH PRE: WPS pr: _1_ sect: 5 KEYWORDS [Positions 


RM1i - Process 


RM2 - Return 


RM3 - End 
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The system must display a list of 
any primary, secondary or tertiary 
subjects within the prefix, part and 
section that contain the keyword(s) 
input. All records that have the 
keyword “positions” in their file 
titles or in their cross-reference 
fields are displayed in ascending 
numerical sequence. 


A keyword search can be expanded 
in a couple of different ways. For 
example, the line indicated could be 
expanded to display the relevant 
primary number, primary subject and 
the secondary file. 


CLASSIFICATION / SCREEN 1 


SUBJECT 


SEC TERT 


Identification of Bilingual 


a wis 


Abandonment of 


N 


WPG 1040 


RM2 - Return RMS - Scroll left RMB - Select line 


RMG - Scroll up RMO - Structure 


RM3 - End 


RM4 - Scroll right RM7 - Scroll down RM10 - Volume 


CLASSIFICATION / SCREEN 1 


Pi 
al 
m 
is. 
a 
_ 
pr 
wo 


E TERT SUBJECT 


Identification of Bilingual 


Positions 


WPG Holding Positions 


1050 4 


WPG Abandonment of Positions 


3 


1240 


RM2 - Return RMS - Scroll left RMS - Select line 


RMG - Scroll up 


RM3 - End RMS - Structure 


RM4 - Scroll right RM7 - Scroll down RM 10 - Volume 


CLASSIFICATION / SCREEN 1 


EC TERT SUBJECT 


CLASSIFICATION - GENERAL 


Holding Positions 


RM2 - Return RMS - Scroll left 


RM3 - End RMG - Scroll up RMS - Structure 


RM4 - Scroll right RM7 - Scroll down RM10 - Volume 
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Another example of expanding a 
keyword search results in a display 
of all files belonging to primary 
number 1050. 


If Boolean combinations are used 
then the search must be such that 
one part of the keywords can appear 
at one level and another part ap- 
pears at a different level (e.g., 
primary and secondary levels). In the 
following example the system oper 
ator wants to find all references to 
“Management and Studies”. 


The first three lines of this next 
screen were selected because the 
keyword “management” was found 
in the primary subject title and the 
other keyword “studies” occurs in 
the secondary subject file titles. The 
last line is displayed because both 
keywords appear in that secondary 
file title. 


CLASSIFICATION / SCREEN 1 


0 
a 
m 
im 
a) 
_ 
= 


SEC TERT SUBJECT 


| 
| 


WPG 
WPG 
WPG 
WPG 


1050 CLASSIFICATION - GENERAL 
1050 00 Policy 
1050 O1 General 


1050 02 Delegation of 
Classification Authority 


1050 03 Audits 


1050 od Holding Positions 


WPG 
WPG 


RM2 - Return RMS - Scroll left RM8 - Select line 


RM3 - End RMG - Scroll up RMO - Structure 


RM4 - Scroll right RM7 - Scroll down RM10 - Volume 


CLASSIFICATION / SCREEN 1 


VERDE 


al 


PRE SECT 


PRIx 


SCAN PRE® SECTS 


PRYs 


SECS 


SEARCH PRE: ['' pr: _! _ sect: _! keyworps 


Management and Studies 


RMi- Process 


- Return 


RM2 


- End 


RM3 


SUBJECT 


MANAGEMENT | SERVICES 
and Surveys - General 


OTT 380 o5 O1 Studies | and Surveys - MIS 


Records | Management Studies 


RM2 - Return RMS - Scroll left RM8 - Select line 


TERT 


RM3 - End RM6 - Scroll ue RMS - Structure 


RM4 - Scroll right RM7 - Scroll down RM10 - Volume 
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A selection can then be made 
resulting in a display of the primary 
subject and the related secondary 
and tertiary files belonging to one of 
these lines, e.g., “Records Manage- 
ment Studies” 


CLASSIFICATION / SCREEN 1 
TERT SUBJECT 


EC 


RECORDS MANAGEMENT - GENERAL 


General 


Micrographics 


Essential Records 


Records Management Studies 


RM8 - Select line 


RMS - Structure 


RM10 - Volume 


RM2 - Return 


RMS = Serell deft — 


RM3 - End RMG - Scroll up 


RM4 - Scroll right 


RM7 - Scroll down 


4.3.3.4 Search by Cross-Reference 
Entry 


Relevant Data Fields 


SECONDARY SUBJECT 


SECONDARY CROSS-REFERENCE 
TERTIARY NUMBER 


TERTIARY SUBJECT 


TERTIARY CROSS-REFERENCE 


A search of the cross-reference fields 
is conducted when a subject topic 
cannot be found after a hierarchical or 
relative subject keyword search. Thus 
the cross-reference field refers the 
system user from an alias or a 
synonymous term to the correspond- 
ing Official file title and number. 


e.g. Abella Commission — see Em- 
ployment Equity, Commission on 
760-E3 


4.3.3.5 Document Search 
Relevant Data Fields 


VOLUME NUMBER 


The purpose of this activity is to 
pinpoint the number and title of a file 
within which a specific document, 
report, etc. was placed. To accom- 
plish this, it may be necessary to 
search the database on a number of 
different identifiers. 


EXTENDED DESCRIPTION 


Document search 


Input one or more of the following: onginator, 
recipient, date of document, date of receipt, keyword(s) 
Search one or more of the fields given in order to find 
items that match the search cniteria 

Offer options, e.g., display result, request additional 
search parameters, save for later processing, print result 
or terminate activity 

Display or print all information from input fields as 
well as the prefix, primary number, secondary number 
and if applicable the volume and temporary docket 
number. The information should be displayed or 
printed by descending document date. 
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4.3.3.6 Search by Access to 
Information Class of 
Records Number 


This activity is performed when 
responding to an Access Request 
under the Access to Information Act, 
to search for primary subjects which 
are part of a “class of records” based 
on the Access to Information (ATI) 
class number(s) quoted by a re- 
questor on the “Request for Access” 
form. 


4.3.3.7 Search by Personal 
Information Bank Number 


The purpose of this activity is to 
respond to an access request under 
the Privacy Act, to search for a file or 
files that contain persona! information 
utilizing the Personal Information 
Bank (PIB) number quoted by a 
requestor on the “Personal Informa- 
tion Request” form. This activity is 
quite similar to that described in the 
previous subsection except that sec- 
ondary and tertiary file numbers and 
subjects may also be required as part 
of the search result. 


4.3.4.0 File Control Function 


The purpose of this function is to 
record the loan of files and temporary 
dockets as well as registering the 
date when files and volumes are to 
be brought forward for future action. 


4.1 


Charge-out 


4.2 


Temporary 
docket 


4.0 4.3 
File control File recall 


4.4 


EXTENDED DESCRIPTION 


Capability 


Search by ATI class number 


——_- OH 


jes 

Search by PIB number (1) 

(2) 

(3) 
ee ee 


Notes 


Input ATI class number 


Search ATI class number field for class numbers that 
match search critena 

Display primary numbers and subjects that belong to a 
particular class number. Display or print the result 
alphabetically by prefix, therein in ascending numerical 
order by primary number. 


Input PIB number 

Search PIB number field for numbers that match 
search criteria 

Display pnmary numbers and subjects that belong to a 
particular PIB number. Display or pnnt the result 
alphabetically by prefix, therein in ascending numerical 
order by primary, secondary and tertiary numbers. 


Functional requirements include 


* facilitating the preparation of BF’s, 
in response to users’ requests 


¢ streamlining and improving the 
control and monitoring activities of 
file charge-outs; and 


* consolidating the charge-out, recall 
and BF processes 


INPUT 


Data fields 
concerning the 
location of files and 
future action to be 
taken 


| 


PROCESS OUTPUT 
| 
oe ay Rae pete ea) 
4.1_| Add, delete or | Display updated 
modify charge-out information 
| __data p> || concerning the bring | | 
: forward and charge- 
4.2 | Generate file recall out of files 
notices and listing | 
=a File recall listing | 
14.3 | Add, delete or 
— : 
modify bring 
forward data i] File recall notices 
——— } | 
14.4 | Generate bring || 
“ies o 1 | Unavailable file 
forward listing 
a — notification forms 
| 
Se ee 
| Bring forward 
} listing 


| Operational statistics 


FIGURE 4-14 OVERVIEW OF FILE CONTROL FUNCTION 
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4.3.4.1 Charge-Out Activity 
Relevant Data Fields 


PREFIX 
PRIMARY NUMBER 
SECONDARY NUMBER 


VOLUME NUMBER 
TEMPORARY DOCKET NUMBER 
REQUESTOR 
ORGANIZATIONAL UNIT 


CHARGE-OUT DATE 


The charge-out of a file to a user 
office is actually a liability which has 
been assumed by the borrowing 
office that it will return the file to the 
records office for available use by 
other offices. Thus it is necessary to 
record the loan of files and temporary 
dockets. When a file is returned for 
put away or future bring forward 
action the charge-out information can 
be deleted. Because of a pass action 
between user officers it is necessary 
to amend the charge-out information 
to reflect this activity. These fields are 
deleted when the files are returned 
to the records office. A detail diagram 
is shown in Figure 4-15. 


Some institutions determine whether 
a file is active or dormant by the 
number of references made to it over 
a certain period of time. For example 
a file that has been closed for two 
years and has not been referenced 
for that same period of time may be 
considered dormant. If such a 
method is operative it may be useful 
to include a system feature which 
allows the actual charge-out informa- 
tion to be deleted when the file is 
returned but which permits the last 
reference date to reside with other 
file information on the database. 
Then, when the file has been closed 
for two years, the last reference date 
can be searched to ensure that the 
file has not been referred to in the 
past two years. 


INPUT 


PREFIX 
PRIMARY NUMBER || 
(M) 


SECONDARY 
NUMBER (M) 


TERTIARY NUMBER (2) 


TEMPORARY 
DOCKET NUMBER 


VOLUME NUMBER 
REQUESTOR (M) 
CHARGE-OUT 
DATE (M) 
ORGANIZATIONAL 
UNIT (M) 


database 


PREFIX 


PRIMARY NUMBER 


SECONDARY 
NUMBER 


TERTIARY NUMBER 


Add charge-out 
information 


(1) Verify that all 
mandatory inputs 
have been satisfied 
Add the new 
information to the 


(1) Conduct search for 
file(s) based on the 
information entered at 
the input stage 
Modify fields as 
required, e.g., 


Display message that 
the new information 
has been added to 
the database 


Modify charge-out 
information 


Display charge-out 
information relevant 
to file(s) 


Display message that 
modifications have 
been accepted by the 
system 


requestor, charge-out 


date, etc. 


PREFIX 
PRIMARY NUMBER 


SECONDARY 
NUMBER 


TERTIARY NUMBER 


fields 


Delete charge-out 


information 


(1) Conduct search for 
file(s) based on the 
information entered at 
the input stage 


Delete charge-out 


Display charge-out 
information relevant 
to file(s) 


Display message that 
information has been 
deleted from the 
system 


FIGURE 4-15 ADDING, MODIFYING AND DELETING CHARGE-OUT 
INFORMATION 


4.3.4.2 Temporary Dockets 
Relevant Data Fields 


PREFIX 

PRIMARY NUMBER 
PRIMARY SUBJECT 
SECONDARY NUMBER 


TERTIARY NUMBER 


VOLUME NUMBER 


TEMPORARY DOCKET NUMBER 


The temporary docket (TD) is used as 
a substitute for the main file on a 
temporary basis for a limited purpose. 
It is created in the records office 
when the main file is in use by some 
other office or when one particular 
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aspect of a subject file can be 
processed as a separate entity and is 
in effect a “case file” of the main file. 
The temporary docket bears the 
same number as the main file but 
also includes a number derived from 
the Julian date. 


e.g. 


1060-2-6 136 last number of the year 


day number 


Where more than one docket is 
required for the same file on the 
same day, letters of the alphabet are 
added as a suffix. 


e.g. 6136 (first docket created on 
May 16, 1986) 
6136A (second docket created 
on May 16, 1986) 


Temporary dockets are eventually em- 
bodied into the main file “en bloc”. 
After a short period of time, the TD 
number can then be deleted from the 
database as shown in Figure 4-16. 


4.3.4.3 File Recall 
Relevant Data Fields 


SECONDARY SUBJECT 


TERTIARY SUBJECT 
VOLUME NUMBER 
TEMPORARY DOCKET NUMBER 
REQUESTOR 

ORGANIZATIONAL UNIT 
CHARGE-OUT DATE 


It is necessary to obtain a list of files 
and temporary dockets that have not 
been returned to the records office 
within a pre-determined time frame 
(e.g., 30 days) in order to issue 
reminders in the form of file recall 
forms to current holders. 


INPUT 


PREFIX 


(M) 


PRIMARY NUMBER 


SECONDARY 
NUMBER 


TERTIARY NUMBER 


TEMPORARY 
DOCKET NUMBER 


PREFIX 

PRIMARY NUMBER 
SECONDARY 
NUMBER 


TERTIARY NUMBER 


| PREFIX 


PRIMARY NUMBER 


SECONDARY 
NUMBER 


TERTIARY NUMBER 


PROCESS 


Add temporary 
docket 


(1) Verify that the prefix, 


(4) 


primary number, 
secondary number and 
tertiary number exist 
on the database 
Display file/volume 
information shown in 
activity 4.3.5.2 
Ensure that no 
duplicate temporary 
docket number exists 
Accept new 
information if 
conditions are satisfied 


Modify temporary 
docket 


(1) Display file/volume 


information shown in 
activity 4.3.5.2 
Allow operator to 
modify temporary 
docket number 


OUTPUT 


Display error 
message indicating 


discrepancy / 


| 


Temporary docket 
label 


Display message 
confirming that new 
temporary docket 
number has been 
accepted | 


Display message 
confirming that the | 
modifications have | 
been accepted by the 
system 


Delete temporary 
docket 


Display file/volume 
information shown in 
activity 4.3.5.2 
Allow operator to 
delete temporary 
docket number 


| 
Display message | 
confirming that the 
temporary docket 
number has been 
deleted from the 
database 


FIGURE 4-16 ADDING, MODIFYING AND DELETING TEMPORARY DOCKET 


INFORMATION 


Capability 


Notes 


————— 


File recall* (1) 


Input current or previous day’s date 


(2) Search charge-out field and locate dates that are 
< date entered minus the length of time a file can be 
loaned out 

(3) Display files in ascending numerical order by prefix, 
primary number, volume number and temporary docket 
number 

(4) Print file recall listing 

(5) Print file recall forms 


| 


* This is an activity which lends itself 
to automatic setting by the compu- 
ter (charge-out date + the number 
of days allowed = recall date) 
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| 


4.3.4.4 Bring Forward (BF) 
Relevant Data Fields 


PREFIX 


VOLUME NUMBER 
DATE REQUIRED 
BF REQUESTOR 
REASON FOR BF 
BF ORGANIZATIONAL UNIT 


Files which need to be brought 
forward for action by a user officer 
normally represent those which are of 
greater activity and importance. A 
bring forward system is one of the 
major functions of a records office 
and calls for an arrangement by year, 
month and day when the file is 
required. In this way pending action 
will be brought forward on the due 
date automatically. Information is en- 
tered into the system concerning 
volumes of files and temporary dock- 
ets required by users on a future 
date. When a BF is cancelled by a 
records user, the relevant information 
is deleted from the database. Figure 
4-17 refers to BF information. 


4.3.4.5 Generate BF List 
Relevant Data Fields 


PREFIX 

PRIMARY NUMBER 
SECONDARY NUMBER 
TERTIARY NUMBER 

VOLUME NUMBER 
TEMPORARY DOCKET NUMBER 


BF REQUESTOR 

BF ORGANIZATIONAL UNIT 
CHARGE-OUT DATE 
REQUESTOR 
ORGANIZATIONAL UNIT 


By performing this activity a list 
(displayed or printed) of files BF’d for 
a given date is produced and the files 
are automatically charged out to the 
requestor(s) 


PREFIX 
PRIMARY NUMBER 


o Add bring forward 
SECONDARY information 
NUMBER (M : 

; (1) Verify that all Display message that 
TERTIARY NUMBER mandatory inputs have the new information 
VOLUME NUMBER been satisfied re ree added to 
TEMPORARY Add the new eee 
DOCKET information to the 


DATE REQUIRED (M) caprme 


BF REQUESTOR (M) 
BF ORGANIZA- 
TIONAL UNIT (M) 
REASON FOR BF 


PREFIX Modify bring 


PRIMARY NUMBER forward information Pest: os 
tion 

SECONDARY (1) Conduct search for habia enn 

NUMBER file(s) based on the relevant to file(s) 
information entered at 

TERTIARY NUMBER the input stage 

VOLUME NUMBER Modify fields as Display message that 

TEMPORARY required, ¢.g., date modifications have 

DOCKET required, requestor, been accepted by the 


etc. system 


PREFIX Delete bring forward Display bring 
PRIMARY NUMBER information forward information 
SECONDARY (1) Conduct search for relevant to file(s) 
NUMBER file(s) based on the 

information entered at . 
TERTIARY NUMBER the input stage Display message that 


; the information has 
VOLUME NUMBER Delete bring forward been deleted from 


TEMPORARY fields the system 
DOCKET 


FIGURE 4-17 ADDING, MODIFYING AND DELETING BRING FORWARD 
INFORMATION 


EXTENDED DESCRIPTION 
Generate BF List and automatically | (1) Input current date 


sharge-out files 
aE a nen (2) Search “date required” field and locate dates which = 
date entered at input stage 


(3) Display in ascending numerical order all files and 
volumes which are to be charged out to the file users 
on the current date 


(4) Generate bring forward lisung 


(5) Transfer data to those fields relevant to the charge-out 
activity (4.3.4.1) 


If file is currently charged out: 
(1) Display name and unit of current file holder 
(2) Print unavailable file notification form 
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4.3.5.0 Records Scheduling and 
Disposal Function 


Update records 
retention and 
disposal 
schedules 


Close 
files and 
volumes 


Records 

scheduling 

and 

di 7 m9 | 

isposa Apply 
schedules 
5.4 

Identify 
unscheduled 
files 


The objectives of the records sched- 
uling and disposal functions are: 


* to save space by removing those 
records which are no longer active 
from records office areas to interim 
storage areas; by transferring dor 
mant records to low-cost records 
centre storage; and by maintaining 
a regular and controlled flow of the 
records from storage to final 
disposition. 


* to prevent the unnecessary pur 
chase of filing equipment to store 
inactive records in office space; by 
providing for inexpensive storage 
systems and equipment; and by 
releasing filing equipment through 
the destruction of records that are 
no longer required; 


* to save time in retrieving records by 
removing records that are not re- 
quired constantly for current use 
and by maintaining an index of what 
is maintained in active, interim and 
dormant storage areas; 


* to preserve and protect records 
having administrative, legal, fiscal, 
or research value for as long as 
they are required by the controlling 
government institution; 


INPUT 


Data fields 
concerning the 
development of 
records retention and 
disposal schedules; 
the closing of files 
and volumes; the 
application of 
scheduies; the review 
of files; etc. 


* to ensure that all personal informa- 
tion is scheduled, retained and 
disposed of in accordance with the 
Privacy Act, the Privacy regulations 
and relevant directives and guide- 
lines promulgated by the desig- 
nated minister; and 


* to ensure that archival records 
which were created at public ex- 
pense are eventually made available 
to the Canadian public 


The computer system must provide: 


* an efficient means of storing and 
retrieving disposal BF’s; 


* a reliable means of deleting all 
information created on a file at the 
time of its amalgamation or dis- 
posal; and 


¢ a more efficient means of produc- 
ing various lists and indices 


An overview of this function is shown 
in Figure 4-18. 
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PROCESS 


Update records 
retention and 
disposal schedules 


5.3. | Apply schedules 


5.4 | Identify unscheduled 
files 


OUTPUT 


Retention and 
disposal schedules 


Lists of files removed 
from active storage 


Lists of files deleted 
from the system 


Lists of unscheduled 
files 


FIGURE 4-18 OVERVIEW OF RECORDS RETENTION AND DISPOSAL 
FUNCTION 


ews. FE 


4.3.5.1 Update Records Retention 
and Disposal Schedules 


Relevant Data Fields 


PREFIX 


NA NUMBER 
EDP SYSTEM 
MICRO SYSTEM 

MICRO DISPOSAL DETAILS 
SECONDARY NUMBER 
SECONDARY SUBJECT 
TERTIARY NUMBER 
TERTIARY SUBJECT 


DORMANT 


DISPOSAL DETAILS 


Records retention and disposal sched- 
ules are lists of files which indicate 


(1) 


(2 


(3 


the period of time each file (i.e., 
group of records in any physical 
medium using a single identifier 
for retrieval) must be retained 
according to its value to the 
institution; 


how long, within its retention 
period, each file should be held as 
active records in records offices in 
government institutions and 
stored as dormant records at a 
federal records centre or other 
facility; and 


the ultimate disposal of each file, 
on expiry of its retention period, 
by destruction, transfer as archival 
records to the National Archives 
of Canada (NA) or removal from 
the control of the Government of 
Canada. 


INPUT 


PREFIX 
PRIMARY NUMBER 


SECONDARY 
NUMBER 


TERTIARY NUMBER 
NA NUMBER (M) 


ACTIVE (M) 
DORMANT (M) 
TOTAL (M) 


DISPOSAL DETAILS 
(M) 


$$ — $f 
MICRO DISPOSAL 
DETAILS (M) 


PREFIX 


PRIMARY NUMBER Pa 
SECONDARY 
NUMBER 
TERTIARY NUMBER 


Modify retention and 
disposal fields as 


PROCESS 


Modify retention 
and disposal 
information 


Draft records retention and disposal 
schedules can be developed by 
adding disposal information to the 
database. After negotiations have 
been completed with the NA, the 
disposal information can be modified 
to reflect the retention periods and 
disposal details approved by the 
National Archivist. It may also be 
necessary to make modifications 
when there is a requirement to 
change any of the elements of an 
existing disposal authority, such as to 
lengthen or reduce retention periods, 
change archival limitations, etc. Fig- 
ure 4-19 illustrates these activities. 
The retention and disposal fields are 
deleted from the database at the 
same time as the files to which they 
relate, e.g., when a secondary file is 
deleted because of disposal action. 


OUTPUT 


Add retention and 


disposal 
information 
(1) Verify that all 
mandatory inputs have 
been satisfied 
Add the new 


information to the 
database 


Display message that 
the new information 
has been added to 
the database 


Display or print 
records retention and 
disposal schedules 


Generate records 
retention and disposal 
schedules 


Display retention and 
disposal information 
relevant to files 


(1) Conduct search for 
files based on the 
information entered 


Display message that 
modifications have 
been accepted by the 
system 


required, e.g., 


retention periods, NA > 
approval number, etc. 


Generate updated 
records retention and 
disposal schedules 


Display or print 
updated records 
retention and 
disposal schedules 


FIGURE 4-19 ADDING AND MODIFYING RETENTION AND DISPOSAL 
INFORMATION 
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4.3.5.2 Opening/Closing Files and 
Volumes 


Relevant Data Fields 


The processes associated with 
closing files and closing volumes are 
significantly different: a volume is 
normally closed when it has reached 
the limit of its physical thickness 

(1 inch), while a file is closed when 
the subject matter contained within it 
is considered complete, e.g., when a 
release is placed on an accident file. 
The closing of a file normally applies 
more frequently to case files than 
subject files. 


When a closed file is the result or 
part of the result of a search, a 
warning such as the word “closed” 
will appear after the file number or 
titles as a reminder to the operator 
that no new document should nor 
mally be classified/coded to that file. 


Subject file documents are arranged 
chronologically and volumes of files 
can be closed at the end of a month, 
quarter or year depending on how 
quickly the correspondence accumu- 
lates. Volumes of files can easily be 
segregated into natural periods of 
time when the records consist of 
quarterly, semiannual or annual re- 
ports, returns and related documenta- 
tion. Alternately, some other date or 
event will dictate the logical point in 
time when a volume of a file should 
be closed such as the completion of 
a specific action or the beginning of a 
new phase in a program activity. 


Volume numbers for files should only [ee Se 


be instituted when the main original INPUT PROCESS OUTPUT 
file has reached the point where a 
second volume is necessary. In other 
words the main original file jacket 


Add file/volume 


PREFIX 


should not be identified as Volume 1 PRIMARY NUMBER information Display error 
until the second volume — Volume 2 SECONDARY Verify that the prefix, message indicating 
— Is created: then the original file NUMBER primary number, discrepancy 


secondary number and 
tertiary number exist 
on the database 
(2) Enter date in CLOSE 
DATE field for main cs 
file 


jacket is identified as Volume 1. If the 
volume number field is left open this 
indicates that the main file is the only 
one in existence and has not yet 
been broken into volumes. This ac- 


= a | 
TERTIARY NUMBER 
VOLUME NUMBER || 

VOLUME TYPE 

| OPEN DATE (M) 


=| 


tivity is shown in detail in Figure 4-20. 
a ore (3) Leave VOLUME 
: A A r “ei 2 ie ank 
To reduce keystroking, this process ae a pee ee blank 
lends itself to an automatic transac- Aid Le | i pe 
tion with operator override where SECURITY (M) (4) Fea ptt eee re 
[eee | t > if } } : : 
necessary so that the next con- ACCESS Serine ek ‘e p || Display message 
secutive volume number is automat- man ihsthc a Gaoent arte confirming that new 
me ; information has been 


ically assigned as well as the open 
date. 


additional volume 
accepted 


(5) Generate file jacket 
label 

(6) Enter date in OPEN aa 
DATE field for new 
volume (one day later 
than CLOSE DATE 


for previous volume) 


Print file jacket label 


(7) Enter the value “2” in 
the VOLUME 
NUMBER field 

(8) Generate file jacket 
label 

(9) Continue activity for 
consecutive volume 

numbers as required 


Modify file/volume 
information 


Display file/volume 


information 
abr rem EA 


(1) Retrieve information 
relevant to the existing 
files and volumes 

(2) Change data fields > 

relating to the files 

and volumes 


PREFIX ie Delete file/volume 
PRIMARY NUMBER | information 


SECONDARY Delete all data relevant 

NUMBER to a file or volume 

TERTIARY NUMBER number. This activity 
2 = is performed as a 

VOLUME NUMBER result of activity 

5.33 


TERTIARY NUMBER 


Display message 
confirming that 
modifications have 
been accepted by the 
system 


Se 


Display message 
confirming that the 
information has been 
deleted from the 


database 


FIGURE 4-20 ADDING FILE/ VOLUME INFORMATION 
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4.3.5.3 Apply Schedules 
Relevant Data Fields 


PREFIX 


PRIMARY NUMBER 


| PRIMARY DESCRIPTION 
PRIMARY CROSS-REFERENCE 
NA NUMBER 
SECONDARY NUMBER 
| SECC JNDARY SUBJECT 
SECONDARY CROSS-REFERENCE 

TERTIARY NUMBER 


TERTIARY SUBJECT 

TERTIARY CROSS-REFERENCE 
VOLUME NUMBER 

OPEN DATE 


CLOSE DATE 


ee 
ACTIVE 
DORMANT 


TOTAL 


DISPOSAL DETAILS 
| ARCHIVAL 


Records become eligible for disposal 
every day of the year but for practical 
purposes disposal action does not 
need to take place on the specific 
date when the retention period ex- 
pires. Thus it is necessary to obtain 
periodically a list of “closed volumes 
of files" and “closed files” which have 
expired retention periods. Similarly a 
list of “current volumes” and “open 
files” is generated which according 

to the OPEN DATE field should be 
reviewed and possibly closed and 
disposed of or scheduled for review 
at a later date. Lists of files which are 
no longer active are generated so that 
these records can be transferred to 
low-cost semiactive or records centre 
storage. These activities are shown in 
Figure 4-21. 


CURRENT DATE (Mj 


CURRENT DATE (M) 


CURRENT DATE (M) 


CURRENT DATE (M) 


Identify files and 
volumes eligible for 
disposal action 


(1) Search CLOSE DATE 


field of closed files 
and volumes and 
locate dates that are 
<date entered minus 
retention period in 
TOTAL field 


Identify closed files 
and volumes with 
expired retention 
periods 


Generate indices to 
archival records 


(1) Repeat steps listed in 


bt 


Search ARCHIVAL 
field 


Identify files and 
volumes where 
ARCHIVAL = A 


Generate numerical 
and alphabetical 
subject index listings 
(including all related 
cross-reference entries) 
to archival records 


Identify files to be 
reviewed 


(1) Search OPEN DATE 


field of open files and 
current volumes and 
locate dates that are 

< date entered minus 
retention period in 
TOTAL field 

Identify open files and 


current volumes to be 
reviewed 


Identify files to be 
transferred to 
dormant storage 


(1) Search CLOSE DATE 


field of closed files 
and volumes and 
locate dates that are 
< date entered minus 
retention period in 
ACTIVE field 


Identify closed files 
and volumes to be 
transferred to dormant 
storage 


Display or print 
closed files and 
volumes in ascending 
numerical order by 
prefix, file and 
volume number 


Print numerical and 
alphabetical subject 
index listings to 
archival records 


Display or print open 
files and current 
volumes in ascending 
numerical order by 
prefix, file and 
volume number 


Display or print 
closed files and 
volumes in ascending 
numerical order by 
prefix, file and 
volume number 


FIGURE 4-21 APPLYING RECORDS RETENTION AND DISPOSAL SCHEDULES 
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4.3.5.4 Identify Unscheduled Files 
Relevant Data Fields 


PRIMARY NUMBER 
SECONDARY NUMBER 
TERTIARY NUMBER 

VOLUME NUMBER 4 


SCHEDULED FLAG 
OPEN DATE 
CLOSE DATE 


3 


As the subject file classification sys- 
tem grows through the addition of 
new subject material it is necessary 
to periodically identify and schedule 
these recently created files. After 
retention periods have been estab- 
lished and approved, the disposal 
information is entered into the sys- 
tem (see Activity 5.1.1 ). 


(————— 


EXTENDED DESCRIPTION 


Capability 


Notes 


Identify unscheduled files (1) Search SCHEDULED FLAG field 


(2) Identify files and volumes where SCHEDULED 


FLAG = U (Unscheduled) 


(3) Print or list files and volumes in ascending numeric 
order by prefix, file and volume number 


Sie) 


CHAPTER 5 


OPERATIONAL ENVIRONMENT 
a ST 2 2 ERI LEE LSE TI NT A ETN 


5.1 Introduction 


The design concepts proposed in 
this chapter are based on the gov- 
ernment wide approach to records 
management as prescribed by fed- 
eral records management policy and 
further expressed in recommended 
practices and procedures issued by 
the National Archives of Canada. 
They also reflect the results of 
investigations of existing automated 
records management applications in 
the federal government; review and 
tests of prototype systems; and 
consultations with both records 
management and computer system 
specialists. 


The operational environment within 
which a government institution's 
records management program must 
operate is examined to demonstrate 
the need for a number of system 
control features. The operational 


sponsibilities of the records man- 
ager, the officer held accountable for 
the government institution's records 
management function, to ensure 
that a centralized standard subject 
Classification and procedural system 
is IN place throughout the organi- 
zation. These control features 
discourage the development of il- 
logically conceived subject classifica- 
tion systems; facilitate training in 
records management methods and 
procedures; encourage standardiza- 
tion in other areas; and ensure the 
confidentiality of information. 


5.2 Records Management 
Design Model 


The overall design model for the 
operational environment is illustrated 
in Figure 5-1. The Records Manager 
(RM) exercises a degree of control 
at the departmental level over a 


stations (locations) which may be 
situated in various offices in head- 
quarters, regions and districts across 
the country. The file classification 
structure shown is a variation of the 
Block Numeric System described in 
Chapter 4. The diagram illustrates 
the fact that individual locations may 
maintain files for various subsys- 
tems and sections of the file classi- 
fication system. Thus it may be 
necessary for the system to ensure 
that certain records are restricted to 
specific users or classes of users so 
that one records office's data is kept 
separate from the others 


This can be accomplished through 
the use of unique prefixes and by 
establishing a user specific default 
option whereby a particular user 
having only one valid prefix will not 
have to enter it. If this option is not 
available, the prefix must be a 
mandatory input field. The table of 
legal prefixes should be controlled 


controls described reflect the re- number of records offices or file by the RM 
OPERATIONAL 
CONTROL LEVEL DATA MODEL 
— ; DEPARTMENT 
*RECORDS oy ena = >| DEPARTMENT |- — — Ai ghie PARAMETERS 
| 
Languages = 
(E, F or B) | 
| a 
| LOCATION LOCATION LOCATION 
| LOCATION — - - - - AA BB Cc |- 
Language = Language = Language = / 
es yu | English 
French Bilingual | sng 
Prefix: MTL Prefix: OTT Prefix VAN 
defines the linkage 


| l 


Section | Section 


relauionship between 
Locations and Sections 


Part Section FILE 
2 CLASSIFICATION 
STRUCTURE 


100 — 499 


FIGURE 5-1 


Les 
aigaivala 


849 2000 — 2099 


2100 - 


2199 


RECORDS MANAGEMENT DESIGN MODEL 
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5.3 Operational Controls 


The RM and Location Supervisors 
(LS) exercise operational controls as 
depicted in Figure 5-1. The applica- 
tion of controls is described below. 


5.3.1 Subject Classification 
Operations 


The control of subject classification 
operations is summarized in Table 1 
and described in the following 
subsections. 


5.3.1.1 Classification Structure 


The RM maintains a set of param- 
eters that indicates the parts and 
sections of the file classification sys- 
tem that apply to each location. The 
RM will normally control the alloca- 
tion of primary numbers, the names 
of primary subject topics and primary 
subject descriptions for the entire 
organization. In some cases second- 
ary/tertiary numbers and subjects are 
uniform throughout the department 
and are assigned to each location by 
the RM. In other instances this 
activity is performed by the location 
for their own unique secondary/ 
tertiary subjects. 


Access to certain funcuons must be 
restricted to specific users. This limits 
the creation of primaries and other 
centrally-controlled functions to 
authorized individuals. 


5.3.1.2 File Creation 


The LS is responsible for opening the 
first volume of a secondary or tertiary 
subject file. This may be performed 
independently by the location or in 
accordance with the file classification 
plan maintained by the RM. The LS in 
one particular location may be respon- 
sible for the secondary/tertiary sub- 
ject classification activity and may 
have the authority to exercise the 
over-ride option for specific primaries 
in a section where secondary-tertiary 
classification is normally performed 
by the RM. 


CONTROL 
CATEGORY 


CLASSIFICATION 
STRUCTURE 


SUBJECT 
CLASSIFICATION 


the locations 


FILE 
CREATION 


CONTROL 
CATEGORY 


— Volume type code 
~ Location code 

— Status code 

— Security code 

— Essential code 

— Scheduled flag 

— Disposal codes 
Archival flag 


5.3.2 Official Languages 


The computer system must provide 
for control over the use of official 
languages throughout the depart- 
ment. Operational requirements may 
vary for the use of both official 
languages at all locations, the use of 
the same language at all locations or 
discretionary choice at a particular 
location. The system chosen should 
provide screen prompts and instruc- 
tions for operating the system in the 
same language(s) required for carry- 
ing out day-to-day activities. 
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AREA OF RESPONSIBILITY AND APPLICATION 


RECORDS MANAGER LOCATION 


— PART title and description 

— SECTION title and description 
— PRIMARY number range for 
each section 


Exercises PRIMARY level subject 
classification for all locations. 
Stipulates whether 

SECONDARY /TERTIARY 
classification is uniform for all 
locations or is to be controlled by 


TABLE | CONTROL ASPECTS OF SUBJECT CLASSIFICATION OPERATIONS 


AREA OF RESPONSIBILITY AND APPLICATION 
RECORDS MANAGER LOCATION 


— Controls table maintenance 
(adding, deleting and 
modifying permissible codes) 
and default values 


TABLE 2 CONTROL OVER THE USE OF CODE SYMBOLS 


Opens secondary and 
tertiary files in 
accordance with 
procedures developed by 
the RM 


— Enters codes as 
required 

— System performs 
table look-up for 
location to verify 
that codes are legal 


5.3.3 Codes 


The RM maintains and controls a list 
of permissible codes and descriptions 
at the departmental level. The LS 
maintains the codes and default 
values applicable to each location. 
The data input routines will only 
accept codes that are used at the 
location. Additional detail is shown in 
Table 2. 


CHAPTER 6 
DATABASE DESIGN 


ee TS I II? ELE TERISTIC IS TIE ST TS a TE 


6.1 Introduction containing a value that uniquely 6.2 Creating the Database 
identifies the record. “One to many” 


relationships between entity types 


This chapter contains a generic are represented by a foreign key in The database consists of eight 
model of a database in which each the “many” table that matches the tables. Definitions of each data field, 
group of records is stored ina primary key of the “one” table. The number of characters per field and 
separate file that is organized in a relationship between a section of a explanatory comments are included 
two-dimensional array or table. Each subject file classification system and in Appendix D. An overview of the 
table (or relation) is made up of the primaries which constitute that structure of the database tables is 
rows and columns. Each row is a section is an example of such a shown in subsection 6.3. The design 
single record and each column name “one to many” relationship shown is by no means the only one 
denotes a field. One field (or a possible. It has been included in this 
combination of fields) in each record handbook to show the relationships 
is designated as the primary key, between the various records and 
fields 


6.3 Database Overview 


6.3.1 PART Table 


PART NUMBER 


6.3.2 SECTION Table 


iA SECTION NUMBER } SECTION TITLE] SECTION DESCRIPTION [PRIMARY FR¢ JM} PRIMARY TO | 
PART NUMBER 


6.3.3 PRIMARY Table 


PREFIX | PRIMARY NUMBER] PRIMARY SUBJECT PRIMARY DESCRIPTION | | PRIM ARY CROSS-REFERENCE | 


CLASS OF RECORDS NUMBER | PERSONAL INFORMATION BANK NUMBER | EDP SYSTE Mi NA NUMBER R 


SECTION NUMBER SECTION TITLE 


6.3.4 SECONDARY / TERTIARY Table 


PREFIX | PRIMARY NUMBER 


PART TITLE |PART DESCRIPTION | 


= : 
SECONDARY NUMBER _ | SECONDARY SUBJECT | SECONDARY CROSS-REFERENCE 


TERTIARY NUMBER TERTIARY SUBJECT | TERTIARY CROSS-REFERENCE VOLUME NUMBER _ | 
i—— — 
TEMPORARY DOCKET NUMBER | vot JUME TYPE OPEN DATE CLOSE DATE 
LOCATION STATUS I SECURITY CODE ACCESS “at, ESSENTIAL | ACTIVE 


DORMANT NT | TOTAL | DISPOSAL DETAILS | SCHEDt LED ARCHIVAL FLAG 


6.3.5 MICROGRAPHIC Table 


PREFIX | PRIMARY NUMBER | MICROGRAPHIC SYSTEM | {c ARTRIDGEROLL NO | FICHEAACKET | 
APERTURE CARD | MICROGRAPHIC DISPOSAL DETAILS | 
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6.3.6 CHARGE-OUT Table 


PREFIX | PRIMARY NUMBER | SECONDARY NUMBER | TERTIARY NUMBER | VOLUME NUMBER 


TEMPORARY DOCKET NUMBER | REQUESTOR | ORGANIZATIONAL UNIT| CHARGE-OUT DATE 


6.3.7 BRING FORWARD (BF) Table 


PREFIX | PRIMARY NUMBER | SECONDARY NUMBER | TERTIARY NUMBER |VOLUME NUMBER 
TEMPORARY DOCKET NUMBER | BF REQUESTOR | BF ORGANIZATIONAL UNIT | REASON FOR BF 


6.3.8 DOCUMENT Table 


PREFIX | PRIMARY NUMBER 
ORIGINATOR | DOCUMENT DATE | RECIPIENT | RECEIPT DATE 


SECONDARY NUMBER | TERTIARY NUMBER |VOLUME NUMBER 
KEY WORD(S) 
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CHAPTER 7 
REPORTS 


NN RE SN IEE LY 9 65H ARR ARN SS SGN, EE STATES ROR IE IRE MAS ce 


7.1 Introduction 


This chapter contains a general 
description of the types of reports 
that an automated records manage- 
ment system in the federal govern- 
ment should be capable of provid- 
ing. No attempt has been made to 
define the precise format of all 
outputs as this can be done during 
the detailed computer system de- 
sign phase. It is desirable that the 
records management system have a 
generalized report writer that en- 
ables users to produce custom re- 
ports according to their specific 
needs. 


7.2 Numerical Index Listing 


This report is an up-to-date listing of 
all files in existence. It consists of a 
complete listing in ascending numer 
ical Sequence and includes all sub- 
ject classification groups, primary 
subject headings within each group, 
and subsubject numbers and file 
titles created under each primary 
subject heading number. It also 
includes any micrographic or EDP 
systems that relate to specific pri- 
mary subjects. The numerical index 
therefore provides a complete inven- 
tory of a government institution's 
records holdings. It can also contain 
additional information such as the 
status of a file (whether active or 
dormant), the security classification, 
etc. 


7.3 Records Retention and 
Disposal Schedules 


This output is a variation of the 
numerical index listing and includes 
retention periods and disposal in- 
structions for all files. It indicates 
how long each file should be held in 
an active records office and then 
stored in an interim or dormant 
storage area, e.g., 5 years retention 
A-2, D-3. Retention periods and 
disposal details for related EDP 
records and microforms are also 
included. 


7.4 Alphabetical Subject 
Listing 


An alphabetical subject listing is a 
complete catalogue of all files that 
exist in the system. Just as the 
numerical index is set up by a 
consistent method, the alphabetical 
subject index must also be arranged 
consistently, |.e., alphabetically. How- 
ever, unlike the numerical index, the 
alphabetical index not only includes 
file titles but also key words, syn- 
onyms, aliases and other terms 
under which information may be 
sought. Since every organization 
evolves a vocabulary peculiarly its 
own, the alphabetical index can also 
include acronyms. Thus the source 
fields reflected in this report range 
from indexed entries in the official 
file titles to specific cross-references 
and keywords 


7.5 Recall Notices 


Recall notices should be generated 
on demand for files and volumes 
that have not been returned to the 
records office within a predeter- 
mined time frame. They are subse- 
quently sent to file users as 
reminders to return the files to the 
records office if they are not being 
used or to indicate that they are 
being retained or passed to another 
user so that the charge-out data can 
be amended. 


7.6 Recall Listing 


In addition to individual notices a 
supporting listing should be printed 
for monitoring purposes. This report 
should list all outstanding files and 
volumes in ascending numerical 
order. 


7.7 Bring Forward Listing 


This report lists in ascending numer- 
ical order all files and volumes 
required by user offices on the 
current date 
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7.8 Unavailable File Notices 


These notices are generated by the 
system and are later sent to a file 
user when the files requested are 
on charge to another user office 


7.9 File Review Listing 


This is a listing of open files and 
current volumes generated when 
the opening date of a file plus the 
authorized retention period is equal 
to or greater than the current date 


e.g. 
Opening date of file: Oct. 1, 1982 
Retention period: 5 years 
Current date: Oct. 1, 1987 


The files can then be checked to 
determine if they should be closed, 
in which case the retention period 
will take effect from the date of the 
last document on file 


7.10 Unscheduled Files 
Report 


The Unscheduled Files Report identi- 
fies all files and volumes of files 
which have not been assigned re- 
tention periods. The records reten- 
tion and disposal schedules can then 
be updated after retention periods 
and additional disposal details are 
approved by the National Archivist 


7.11 Files Eligible for 
Disposal Report 


This report lists all files and volumes 
for which the authorized retention 
periods have expired. The files are 
then examined and the appropriate 
disposal action is taken, e.g., 
destruction, transfer to the National 
Archives, etc 


7.12 Lists of Files to Be 
Removed from Active 
Storage 


This is a listing of files which are no 
longer considered active and con- 
sequently can be transferred to low- 
cost semiactive or records centre 
storage space 


7.13 Indices to Archival 
Records 


Another useful feature involves the 
capability of the system to generate 
numerical and alphabetical indices 
(including cross-reference entries) to 
archival records so that they can be 
transferred to the National Archives 
with the records. 


7.14 File and Temporary 
Docket Labels 


For this output the system must 
print the prefix, complete file 
number and file title on standard 
government file labels. Normally two 
file labels are required: one upon 
which appears the file prefix, file 
number and file subject information 
in both official languages, and a 
smaller label on which only the 
prefix and file number is printed. 


7.15 Operational Statistics 


The following types of statistical 
data may be required on a monthly 
or annual basis for the records 
management section to effectively 
monitor both file classification and 
automated system activity. These 
Statistics may be required to mea- 
sure the workloads performed by 
individual records management staff 
members or to study the demands 
made on the system by user offices. 
They may also be used to provide 
input for establishing indicators in 
order to provide management with 
meaningful performance information. 


STATISTICS MENU 
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Activity count 


— Inventories 


File classification 
operations 


Retrieval 


Documents 
Files/ Volumes 


Charge-outs 


BF’s 


Records retention 
or disposal 


The number of times a specific activity has been 
performed by the system, e.g., charge-out, bring forward, 
etc, 


Number of: (1) main files and volumes 
(2) active files 
(3) dormant files 


Number of creations, modifications and deletions for: 
(1) primaries 
(2) secondaries 
(3) tertiaries 
(4) volumes 
(5S) temporary dockets 


Number of searches made by: 
(1) file number 
(2) file title keyword(s) 
(3) cross-reference keyword(s) 
(4) document descriptors 


The number recorded 
The number opened and closed 


Number of: (1) files and volumes charged-out 
(2) files and volumes returned 


Number of: (1) BF’s recorded 
(2) BF’s processed 


Number of: (1) scheduled files 
(2) unscheduled files 


APPENDIX A 


MANAGEMENT AND CONTROL OF EDP PROJECTS 


Extract from Chapter 440, Section 3, 
“EDP: planning, approvals and devel- 
opment” (December, 1978) of the 
Treasury Board's Administrative 
Policy Manual. 


Management and control 
of EDP projects 


The following standard procedures for the 
management and control of EDP projects are not 
designed to supersede departmental standards, but 
will be used in conjunction with departmental 
standards as the criteria against which project per- 
formance will be measured. 


a Project initiation 


(a) Objective: This phase formalizes the 
identification of the terms of reference of 
the project and establishes appropriate 
project control measures. 


(b) Work content 

— identify the client(s) and authorities for 
the project, 

— identify the problem(s) and related 
symptoms to be addressed, 

— identify the anticipated benefits of 
solving the problem(s), 

— identify any constraints (e.g. organiza- 
tional, policy requirements, time 
factors) which apply, 

— identify overall project responsibility, 

— identify subject matter or user liaison 
responsibility, 

— establish estimates for feasibility study 
resources, 

— ensure management approval for the 
project, 

— establish appropriate project control 
parameters, 

— appoint project team members and 
identify their responsibilities. 


(c) Standards for documentation should 

describe the: 

— problems being addressed, 

— objectives and scope of the project 
including any governing constraints, 

— anticipated benefits from the project, 

— definition of responsibilities for the 
project in such areas as subject matter 
expertise, EDP and other technical 
expertise, and signing authorities, 

— plan of resources required for the feasi- 
bility study. 


43 


(d) Standards for project control should 

provide evidence that there is: 

— an identified project, 

— identified responsibility, 

- aplan for the initial steps of the 
project, 

— initiation in appropriate project control 
procedures, 

— management approval of the project. 


Feasibility study 


(a) Objective: The objective of a feasibility 
study is to determine the most appropriate 
solution, in conceptual terms, to a stated 
problem in terms of organizational compat- 
ibility, economic justification, and technical 
suitability. The end product should be a 
preliminary plan for the implementation of 
a proposed solution to the problem. 


(b) Work content 

— expand on the problem definition, 

— gather additional data to analyze the 
problem and anticipated benefits (e.g. 
organization charts, documentation on 
existing processes, previous reports on 
this or related problems), 

— identify areas requiring change, 

— identify alternate approaches including 
non-automated solutions as applicable, 

— analyze each alternative using tech- 
niques such as make or buy analysis, 
impact analysis and cost-benefit anal- 
ysis, 

— present the alternatives, select and 
justify one and then describe how it 
will be put into effect, 

— determine likely costs of the system 
during implementation, installation and 
operation. 


(c) Standards for documentation should 

describe: 

— an expanded definition of the prob- 
lem(s), 

— objectives and scope of the study, 

— the approach taken to the study, 

— the alternatives identified, 

— an evaluation of each alternative, 
including the impact on the organiza- 
tion, the benefits derived, and the pro- 
jected costs of implementing, installing 
and operating the system, 

— a description of the proposed alterna- 
tive, 


— justification for selecting the proposed 
alternative, 

— a preliminary implementation and 
installation plan. 


(d) Standards for project control should 

provide evidence that: 

~ plans include the participation of all 
persons involved in or influenced by 
the project such as the users, financial 
officers and EDP staff, 

~ the phases of the proposed system are 
identified and individually costed with 
preliminary estimated resource require- 
ments, 

— a preliminary plan for implementation 
and installation has been prepared and 
has been reviewed and approved by 
management, 

~ mechanisms have been set up through 
project control procedures to measure 
the quality of the feasibility study. 


General design 


(a) Objective: This phase should expand 
on the findings of the feasibility study, 
produce a functional description of clerical 
and EDP processes and devise an overall 
system design that can be used to obtain a 
commitment for further development. 


(b) Work content 

— expand on the project plan for this 
phase, 

— create a project team, 

— perform detailed examination of such 
components as: work flow; input/ 
output requirements; file requirements, 
including file conversion where neces- 
sary; logistics involved in system pro- 
cesses; technical requirements (e.g. 
hardware, software, communications); 
security audit and control requirements 
in keeping with departmental policy; 
cost benefit analysis of the general 
design alternatives; criteria used to 
measure system performance (e.g. 
costs, timeliness, reliability, accuracy, 
equipment usage, quality of data, etc.); 
and training requirements, 

— modify project plan, if required, 

— input to project control procedures 
throughout the phase, 

— present findings and recommendations 
to departmental management for 
review and approval. 


(ec) Standards for documentation should 

present: 

— any and all work flows including EDP 
user procedures, 

—- preliminary input/output documents, 

~ narrative description of all controls 
and audit trails, 
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~ narrative outline and/or decision tables 
describing the required data editing 
and processing rules, if necessary, 

~ description of any hardware require- 
ments, 

— description of system performance 
criteria, 

— description of security considerations, 

— description of all training requirements, 

— expanded project plan as appropriate. 


(d) Standards for project control should 

provide evidence that: 

— functional specifications have been 
approved by user management; 

— performance of the general design in 
relation to the plan and budget has 
been monitored through project control 
procedures; 

— plans and estimates for further phases 
have been expanded based on the anal- 
ysis findings and that such plans and 
estimates have been introduced into the 
project control procedures. 


Detailed design 


(a) Objective: From the functional specifi- 
cations created in the general design, this 
phase should develop a detailed system 
design with each component signed-off. 
The design will ideally then be in a system 
freeze state. 


(b) Work content 

— expand on the project plan for this 
phase, 

— finalize work procedures and informa- 
tion flow, 

— finalize input/output document 
formats, 

— define data elements, their relationships 
and their impact on existing systems 
and/or data element dictionaries, 

— design system files and/or data base, 

— design and verify system and opera- 
tional control procedures, 

— finalize processing logic, 

— finalize technical requirements, 

— define validity checks for system 
inputs, files and outputs, 

— identify manuals required for training, 
system operation and maintenance, 

— prepare detailed plans for implementa- 
tion and installation including conver- 
sion plans, training plans, security, 
back-up and contingency plans, 

— input to project control procedures 
throughout the phase, 

— report to management for review and 
approval. 


(ce) Standards for documentation should 

describe the: 

— finalized work flows and procedures, 

— approval final versions of all input and 
Output documents, 

— approved version of system control and 
audit procedures, 

— data preparation procedures, 

— approved general computer system flow 
chart(s), 

— file and/or data base descriptions, 

— data element descriptions complete 
with editing and validation require- 
ments, 

— finalized logical processes, 

— finalized security procedures, 

— finalized technical requirements, 

-— an identification of supporting manuals 
to be produced, 

— an expanded implementation and 
installation plan including parallel and 
pilot operation plans as appropriate. 


(d) Standards for project control should 

provide evidence that: 

— the detailed specifications have been 
reviewed and approved by manage- 
ment, 

— resources have been scheduled for the 
components of the phase through 
project control procedures, 

— performance of the detailed design in 
relation to the plan and budget has 
been regularly monitored through 
project control procedures, 

— plans and estimates for the implemen- 
tation and installation phases have 
been expanded based on the detailed 
design and that such plans and esti- 
mates have been introduced into the 
project control procedures, 

— departmental management has 
reviewed project achievement and 
approved the expanded plans. 


Implementation 


(a) Objective: Based on detailed system 
specifications, this phase will include the 
creation of, for example, all forms, 
manuals, programs and training material to 
produce an operational system. 


(b) Work content 

— assign resources based on complexity 
of tasks and expertise available, 

— implement quality assurance standards 
to be used during implementation, 

— develop detailed program/module rela- 
tionships, 

— develop detailed program logic, 

— construct and/or update data dictio- 
naries, if necessary, 

— code application software, 
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— produce all printed material (e.g. 
forms, manuals, training material) and 
documentation required to support the 
system, 

— test all logic conditions of each 
program or module, 

— test the system ensuring that the client 
is involved, 

— sign-off the system content and test 
results, 

— input to project control procedures 
throughout the implementation phase. 


(c) Standards for documentation should 

describe the procedures and instructions 

suitable to users and necessary to support 

the system in terms of: 

training, 

data capture, 

— data validation and correction, 

— system audit trails and controls, 

report analysis and verification, 

computer operating instructions, 

— back-up, recovery, contingency and 
other security procedures, 

— computer program documentation, 

program test results, 

system test results. 


| 
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(d) Standards for project control should 
provide evidence that: 

— all vital components of this phase such 
as input and output forms, system 
audit trails and controls, and test 
results have been reviewed and signed- 
off by departmental management, 
resources have been scheduled to the 
installation phase through project 
control procedures, 

— performance of the implementation 
phase has been regularly monitored in 
terms of design objectives and dead- 
lines being met within budget, 

any discrepancies were detected and 
corrective action taken. 


| 


Installation 


(a) Objective: In this phase a system will 
undergo the transition from development 
status to operational and maintenance 
status including any required switch-over 
from other systems. 


(b) Work content 

— convert, purify and scrutinize any 
existing files, 

— train users and EDP staff in the opera- 
tion of the system, 

— distribute appropriate manuals and/or 
instructions, 

— institute control procedures, 

— conduct parallel and/or pilot opera- 
tions as appropriate, 

— sign-off all conversion and installation 
results, 


~ transfer the system to an operational 
and maintenance status, 

~ report to management for review and 
approval. 


(c) Standards for documentation should 

include the following in addition to sup- 

porting documentation generated in the 

implementation phase: 

— final listings of all programs in the 
system, 

— listings of all tests, parallel operation 
and/or pilot operation results, 

—- all conversion process listings and con- 
trols, 

— a consolidation of all correspondence 
relating to the project, 

— memorandum of transfer from a devel- 
opment status to an operational status. 


(d) Standards for project control should 

provide evidence that: 

— all important outputs, such as conver- 
sion and paralle!/pilot operation 
results, are signed-off by user manage- 
ment, 

— all supporting responsibilities such as 
user, EDP operations, and program 
maintenance are clearly defined and 
understood, 

— performance of the installation phase 
in relation to the plan and budget has 
been regularly reviewed and monitored 
through the project control system, 

—  post-installation review procedures 
have been initiated, 

— departmental management has 
reviewed and approved installation 
achievements. 


Post-installation 


(a) Objective: This phase comprises those 
maintenance and regular review activities 
which are required to keep the system ope- 
rating smoothly and to assess the system’s 
performance in relation to design objectives 
and other measurement criteria. 


(b) Work content 

— establish the impact that any mainte- 
nance requirements have on all users 
and components of the system, 

— make appropriate changes to the 
system and its programs, 

— test the changes in accordance with 
departmental testing procedures, 

— update appropriate documentation to 
reflect the changes made, 
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— measure the success of operational 
control procedures, 

~ measure the extent to which estab- 
lished objectives were met: projects 
which have been operational over a 
period of time may be measured 
against a series of changed objectives, 

— review any problems encountered and 
the ease with which they were solved, 

— recommend courses of action to be 
taken as a result of the review, 

— report to departmental management, 

— determine a time for the next review of 
the system. 


(c) Standards for documentation includes 

instructions affected by any maintenance 

changes and updated in accordance with 

the applicable standards. For post installa- 

tion reviews, documentation should 

describe the: 

— problems encountered, 

— performance to any set objectives, 

— performance to any changed user 
objectives, 

— performance to established criteria, 

— recommended enhancements, if any, 

— plan to implement the recommenda- 
tions. 


(d) Standards for project control should 

provide evidence that: 

— maintenance changes have not been 
made until their impact on all compo- 
nents and users of the system has been 
assessed, 

— a prompting mechanism is in place to 
encourage reasonably regular reviews 
of operational systems by appropriate 
personnel, 

— all areas affecting or affected by the 
system are considered in the review 
process, 

— departmental management has 
reviewed and approved any review 
findings and recommendations. 


APPENDIX B 
TERMINOLOGY COMPARISON TABLE 
LATE RL I LIE Ys SRR RE ETO 


The following terms are defined in this table since they are used in both the 
records management and EDP fields. 


T T 7 
Term Records management EDP 
= a ee ia + 4 
Record Correspondence, memoranda, forms, A logical collection of 
directives, guidelines, procedures, related EDP data elements 
instructions, manuals, handbooks, (e.g., the SALARY 
circulars, reports, cards, drawings, RECORD containing the 
diagrams, Cabinet documents, elements NAME, 
discussion papers, submissions, briefing | ADDRESS, CURRENT 
books, log books, surveyors’ field SALARY, etc 
books, petitions, scripts for speeches 
and for radio and television, brochures, 
pamphlets, information kits, certain 
publications, suppliers’ catalogues, 
licenses, permits, passes, ledgers and 
registers, cheques, pay lists, mailing 
lists, product labels, and working 
papers such as calculations, research 
notes and drafts 
T : 
File A collection of papers and documents A logical collection of 
on a specific subject or subject aspect related EDP data records 
within a file jacket which have been (e.g., the SALARY file 
arranged therein in some logical containing the salary 
sequence, usually by date order. records of all employees in 
XYZ institution) 
ii 
Index A finding aid in a card, list or table | An ordered reference list 
form, normally arranged alphabetically | of the contents of a data 
for the purpose of reference to a name, file, together with keys or 
subject, or place dealt with in a file reference notations for 
identification or location of | 
those contents 
1 + | 
User The government official who requests The people who operate 
records in order to obtain information | and interface with the 
to support management decision- | computer system 
making and the conduct of government | 
programs 
A number or symbol assigned to group | A set of unambiguous 
together related correspondence | rules establishing a 
concerning a particular location, person, | character set and the one- 
organization, product, etc., in lieu of to-one relationship between 
the proper name or title for the purpose its characters and their 
of abbreviation and identification coded representations 
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APPENDIX C 


AUTOMATION (RECORDS MANAGEMENT POLICY) 


Extract from Chapter 460 “Records 
Management” (Circular No.: 1983-09, 
TB. No.: 7867299 of the Treasury 
Board's Administrative Policy 
Manual. 


Automation 


Each government institution should 
automate any aspect of its records 
management function where to do 
so would support the work of the 
institution and help to achieve the 
objectives of this policy. 


The following aspects are among 
those worth considering for automa- 
tion, with reasons noted in paren- 
theses: 


— the indexes to the subject file 
classification system (to increase 
the speed and precision with 
which information in records may 
be identified for reference by 
officials); 
the measures employed to indi- 
cate the location of records at all 
times (to make retrieval more 
rapid and reference service more 
timely); 
— the application of records sched- 
ules (to facilitate disposal, and to 
streamline the subject file classi- 
fication system so as to make it 
easier for officials to refer to 
records of value); 
— the production and updating of file 
classification and records manage- 
ment procedures manuals (to ex- 
pedite this process and to make 
more frequent amendment prac- 
tical); and 
the distribution system for moving 
records to and from officials (to 
improve reference service and to 
expedite dispatch of mail). 


These various applications, when 
appropriately selected and efficiently 
implemented, could significantly en- 
hance the support provided by the 
records management function to 
management decision-making 


The decision to automate ought to 
be preceded in each case by a 
feasibility study including a careful 
balancing of benefits and costs. 


Advice on automating aspects of the 
records management function is 
available from the Public Archives. 
The subject of “electronic mail” is 
covered in chapter 461 — Manage- 
ment of EDP data. 
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APPENDIX D 
DATA DICTIONARY 


st 


Appendix D defines the various 
fields of information which make 
up each segment of the database. 
Information is also provided on the 
size of each field expressed in 
terms of the suggested number of 
characters. 


PART Table 


PT. NO. | PT. TITLE | PT. DESCRIPTION | 
PART NUMBER | 1 | 


The number which represents one of 
the two major divisions of the subject 
file classification system, i.e., Part 1 
(Administration) and Part 2 
(Operational). 


PART TITLE 15 


The name of a “Part” which is one of 
the two highest divisions of the 
“block-numeric” subject file classifi- 
cation system — Administration and 
Operational. 


PART DESCRIPTION | 300 
A narrative description of the type of 


records to be found in each part of 
the system. 


SECTION Table 


SECT. TITLE 
PRIM. FROM 


SECT. DESCRIPTION 


SECTION NUMBER 


The number assigned to each section 
or block of the Administration and 
Operational parts of the system. 


SECTION TITLE | 100 


The title of a “Section” (commonly 
known as a “Block") which is a 
subdivision of a “Part” of the subject 
file classification system. 


SECTION DESCRIPTION | 500 | 


A narrative description of the broad 
subject grouping contained in a par- 
ticular section of the system. 


| PRIMARY — FROM 2 


The first in a range of primary 
numbers that are assigned to each 
section. 


| PRIMARY a To | 5 | 


The last in a range of primary 
numbers that are assigned to each 
section. 


PRIMARY Table 


PREF | PRIM. NO. | PRIM. SUBJ. | 


PRIM. DESCRIPT. PRIM. CR.-REF. 


CLASS OF RECORDS NO. 


PIB NO. | 


EDP SYSTEM NA NO. 


ro es 


Alphabetical, numerical or alpha- 
numerical designators that represent 
Organizational units such as divisions, 
branches, regional and district offices, 
etc. 


PRIMARY NUMBER 5 


A numerical designator assigned to a 
primary subject normally consisting of 
3 or 4 digits. 


T 
PRIMARY SUBJECT | 100 


Terms or keywords which summarize 
a major subject topic. 


PRIMARY DESCRIPTION |_ 400 | 


A definition of the primary subject 
which describes the type of records 
to be filed under the primary subject 
heading. 
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| 
| PRIMARY CROSS-REFERENCE | 100 


. 


A reference to other primary subjects 
and numbers, filing rules, exceptions, 
etc. 


CLASS OF RECORDS NUMBER | 1] | 


The number assigned by the Treasury 
Board to the class under which the 
records have been grouped in the 
Access to Information Register 


PERSONAL INFORMATION BANK 
| NUMBER 1 1] 


The number assigned by the Treasury 
Board to the “Personal Information 
Bank” under which personal informa- 
tion contained in a file or group of 
files is listed in the /ndex of Personal 
Information. 


r 


EDP SYSTEM | 400 


The application title of an electronic 
information system which is linked to 
a primary subject area of the file 
classification system to provide a 
more complete picture of a govern- 
ment institution's information hold- 
ings. This cross-reference field can be 
used to direct individuals to additional 
information on the system such as a 
system overview description. It may 
refer the system user to the appro 
priate area of a data dictionary that 
contains detailed information on all 
aspects of a system including reten- 
tion and disposal specifications for 
data records and even data elements 
associated with the individual files of 
a given system 


we 


| NA NUMBER | 10 


A number assigned to a records 
retention and disposal schedule by 
the National Archives of Canada after 
it has been approved by the National 
Archivist 


SECONDARY/TERTIARY Table 


SEC. CR-REF TERT. SUBJ 
DORMANT| TOTAL | 


SECONDARY NUMBER 


A numerical or alpha-numerical desig- 
nator assigned to a file subject at the 
secondary level of the system. 


SECONDARY SUBJECT 


Terms or keywords which identify 
specific files at the highest level of 
the system. 


SECONDARY CROSS-REFERENCE 


searched, the system will point the 
operator to the appropriate file 
number and subject at the secondary 
level of the system. 


TERTIARY NUMBER 


A numerical or alpha-numerical desig- 
nator assigned to a file subject at the 
tertiary level of the system. 


TERTIARY SUBJECT 


Terms or keywords which identify 
specific files at the second highest 
level of the system. 


TERTIARY CROSS-REFERENCE | 10 | 


A keyword or combination of key- 
word(s) (usually synonyms or aliases) 
which are not reflected in the official 
file titles. When this field is searched, 
the system will point the operator to 
the appropriate file number and 
subject at the tertiary level of the 
system. 


VOLUME NUMBER 


Consecutive numbers assigned to 
chronological segments of a second- 
ary or tertiary file. 


TEMPORARY DOCKET NUMBER | 10. | 


A number assigned to a docket which 
is used as a substitute for the main 
file on a temporary basis for a limited 
purpose. The temporary docket bears 
the same main file reference number 
under which it is created but also 
includes a special identifier derived 
from the day number of the year it 
was created. 


VOLUME TYPE 


This field contains one of three 
possible values, a volume, a cabinet 
confidence or a file pocket, all of 
which can exist under the same 
volume number. 


OPEN DATE 


The date of the first document on a 
main file or a volume of the main file. 


CLOSE DATE | 10 | 


The date of the last document on a 
main file or a volume of the main file. 


Default = R (Records Office). If not 
entered this must default to indicate 
that the file is located in an active 
records office. 


svavus | 1 


Default = A (Active). If not entered 
this must default to indicate that the 
file is active and readily available for 
reference purposes. 


The security classification of a file 
such as “S" for secret, “C” for 
confidential, and so on. 


No 


Information on a file's accessibility by 
departmental personnel or members 
of the general public, e.g., when 
access to a file is restricted to certain 
employees of a given sector, branch 
or division. Similarly, when a file is not 
accessible to members of the public 
under the Access to Information Act, 
the pertinent data is entered in this 
field, e.g., the AT] clause number 
under which the file is exempt from 
access. 


LesseNTIAL | 10 | 


An optional field which allows a code 
to be inserted to identify three 
different categories of records which 
are essential for the conduct of 
emergency survival operations; and 
for reestablishing basic functions of 
government and the basic rights of 
individuals and corporate bodies, e.g., 
CAT. |, CAT. Il or CAT. Ill. 


> 
| 
a 
ee 


The number of years a file or volume 
is required constantly for current use 
by a government institution in the 
conduct of its business and which 
must be maintained in a departmental 
records office. 


The number of years a file or volume 
must be maintained in a departmental 
semiactive storage area or a federal 
or commercial records centre. 


one 


The retention period of a file or a 
volume of a file expressed in number 
of years (Active + Dormant). 


DISPOSAL DETAILS | 100 | 


Information entered in this field will 
include qualifying phrases related to a 
file’s ultimate disposition, e.g., “after 
superseded”, “after expiry” or “trans- 
fer to National Archives for selective 
retention”. 


(scree [1 


S = Scheduled; U = Unscheduled. 
This field can be searched to deter 
mine if there are records which need 
to be scheduled in order to update 
the records retention and disposal 
schedules. 


ARCHIVAL | 1 | 


A field used to identify files having 
historical value (A = Archival). 


MICROGRAPHICS Table 


PRIM. NO. | MICRO. SYSTEM | 
CARTRIDGE/ROLL NO. | FICHE/JJACKET 


MICRO. DISPOSAL DETAILS 


MICROGRAPHIC SYSTEM | 100 | 


The name of a microform storage and 
retrieval system that is linked to the 
relevant subject area of the file 
classification system to provide a 
more complete picture of a govern- 
ment organization's information hold- 
ings. It may also include information 
concerning the type of documents 
microfilmed, date range, etc. 


CARTRIDGE/ROLL NUMBER | 25 


Numbers assigned to reels and cas- 
settes when a roll-film format is used 
for a mircofilming project. 


perce 


This field indicates how these types 
of microforms are arranged by eye- 
readable heading identifiers. 


APERTURE CARD 


This field indicates the heading 
arrangement for aperture cards 
frequently used to capture large docu- 
ments or drawings on microfilm. 


MICROGRAPHIC DISPOSAL 200 
DETAILS Z 


Information concerning retention peri- 
ods and disposal instructions for hard- 
copy originals and microform copies. 


CHARGE-OUT Table 


DOCUMENT Table 


PREF. | PRIM. NO. | SEC. NO. 


TERT. NO. 


PREF. | PRIM. NO. SEC. No. | TERT < | 


TD NO. 
CO DATE 


REQUESTOR 


ORG. UNIT 


REQUESTOR iz | 


The name of the individual to whom 
a file is placed on charge. 


| ORGANIZATIONAL UNIT 10 


The name (abbreviation or acronym) 
of the branch, division, etc. of the 
person requesting the file. 


ae 


The date the file is charged-out. 


BRING FORWARD (BF) Table 


PREF. | PRIM. NO. | SEC. NO.| TERT. NO. 
VOL. NO. BF REQUESTOR 


BF ORG. UNIT | BF REASON| BF DATE 


BF REQUESTOR | 20 | 


The name of the individual to whom 
a file will be placed on charge at a 
specified future date. 


BF ORGANIZATIONAL UNIT | 10 


The name (abbreviation or acronym) 
of the branch, division, etc. of the 
individuals to whom the file will be 
charged-out. 


REASON FOR BF 


The reason the file is to be brought 
forward, e.g., document dated.... 


BF DATE 


The date on which a file is to be 
brought forward. 


53 


VOL. NO. | ORIG. /poc DATE | RECIP | 


REC'D. | KEYWORD(S) 
ORIGINATOR | 40 


The author/sender of a particular 
document 


} 
| DOCUMENT DATE | 10 | 


The date of a particular document 


RECIPIENT 


The addresses to whom the docu- 
ment was sent. 


| ) 
RECEIPT DATE | 10 | 


The date the document was received 
by the government institution 


KEYWORD(S) | 100 | 


Searchable keyword(s) which reflect 
the subject content of an important 
document. 
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